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PURCHASING INTRODUCTION

OVERVIEW

PeopleSoft Purchasing automates the business processes involved in the procurement of goods and
services. PeopleSoft Purchasing features several key functions:
e Creating and Maintaining Vendor Information

Creating and Maintaining Items for Purchasing

Entering Requisitions

Administering Vendor Contracts

Creating, Generating and Dispatching Purchase Orders

Integration with Other PeopleSoft Applications

This training manual focuses on creating, generating and dispatching direct purchase orders. It will
address:

e Creating Direct POs

e Creating POs from Requisitions

e Canceling POs

e Closing POs

e Creating PO Change Orders

e Creating POs from Contract Releases

PURCHASE ORDER LIFE CYCLE

A Purchase Order (PO) is a commitment to buy goods or services from a vendor and is the core of the
Purchasing module. Purchase Orders encumber (reserve) the funds needed from a budget to satisfy the
PO.

Vendor Contracts are optional additional features for controlling procurement by determining how and
when POs are created. Most Purchase Orders for the State of North Dakota will be built from
Requisitions, but some may be built directly as POs or created as a Contract Release. Some
Requisitions will be made directly into POs, while others will become Bids first.

A unique system generated ID number that is tracked through each of the stages of the Purchasing life
cycle identifies each Requisition, Bid, Contract and PO. At each stage, the transaction adheres to certain
rules set up in the system configuration that determine requirements for moving the transaction forward
and also what default values appear in certain page fields automatically.
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SEQUENCE OF THE PURCHASING PROCESSES

The basic flow of POs in PeopleSoft Purchasing is as follows:

e (Optional) Reserve a PO for future use on the Reserve PO page.
e Create the PO through one of the following:

e PO Form page.

o Express PO page
e Requisition Selection page.

e PO Calculations process (PO_POCALC)
e Create Purchase Orders process (PO_POCREATE).

e Contract releases.

e Approve PO amounts and ChartFields on the Purchase Order Approval pages (the State of ND

will approve PO Amounts and use workdflow routing for approvals).
e Budget Check the PO.

e Dispatch the POs from the Purchase Order Dispatch/Print process (POPOO005) or the PO

Reconciliation Workbench page.
e Create change orders using the PO Form page or batch change order processes.
e Receive shipments
e Create PO vouchers.

e (Optional) Run the Matching process (AP_MATCHING).0
e Reconcile and close

(PO_PORECON).

the POs using

the PO RECON (PO

reconciliation) process

The following table lists the detailed sequence of processes that creates and completes the procurement
cycle and the associated accounting entries:

Purchasing — Purchasing Administration
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(optional) RFOQ. Or Contract)) (optional)
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Tolerance Shipment
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Match Reconcile
Vouchers [—Ppi POs
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Process | Product Process Reason / Consequence
Step
1 PO Enter Requisition Request an item
2 PO Budget Check Checks for available funds, updates budget ledger for
Requisition pre-encumbrance
3 PO Approve Requisition ChartField and/or Amount Approval by Supervisor/
Manager
4 PO Source Requisition to | Makes requisitions available to build into POs
POs
5 PO PO Calculations Performs most of the processing necessary to create a
PO from a Requisition
6 PO Create PO Final step to creating a PO from a requisition
7 PO Check PO Document | Determines if PO meets the document $ and/or %
Tolerances tolerances and is eligible for budget checking.
8 PO Budget Check PO Checks for available funds, transfer budget ledger pre-
encumbrance to encumbrance.
9 PO PO Approval Chartfield and/or Amount Approval by
Supervisor/Manager
10 PO Dispatch PO Creates print, fax or e-mail copy of PO to be sent to
vendors.
11 PO Receive Shipments Creates receiving document referenced against PO.
12 AP Enter PO Voucher Creates Vouchers for payment.
13 AP PO Voucher Matching | Compares vendor invoice to PO and Receiver(s)—3
way matching.
14 AP Check Voucher Determines if Voucher meets the document $ and/or %
Document Tolerances | tolerances and is eligible for budget checking.
15 AP Voucher Budget Checks for available funds, transfers budget ledger
Check encumbrance to expenditure.
16 AP Voucher Post Creates expenditure accounting entries for journal
generation to the actual ledger.
17 AP Create Payment Generates voucher payments.
18 AP Post Payments Creates voucher payment accounting entries.
19 PO Re-check PO Required if changes were made to the PO after
Document Tolerances | dispatching.
and Re-budget check
20 PO Reconcile PO Updates close amount and closes PO
21 PO Budget Check PO Reverses any outstanding budget ledger
encumbrances.
22 PO Reconcile Requisition | Closes Requisition
23 PO Budget Check Reverses any outstanding budget ledger pre-
Requisition encumbrance

Purchasing — Purchasing Administration
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NOTE: Throughout this manual page shots are included to illustrate and describe the data fields
that must be entered for specific transactions. Not all pages or fields on a page will be explained.
This manual focuses on those pages and fields that are required for data entry for the State of
North Dakota.

NOTE: Throughout this training manual, you will be asked to click Ok |, BN I, or

B save) while entering information. It is important to remember that clicking OK just accepts the
information on a sub-page and returns you to the main page. It does not save the information if
you exit the transaction. Only the Save button actually saves the information you have entered.
Clicking Refresh updates the display to incorporate the information and defaults you have
entered.

Purchasing — Purchasing Administration Page 10 of 126
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CREATING A DIRECT PO

OVERVIEW

In PeopleSoft, each Purchase Order is comprised of the following Levels:
Header — Information about the entire PO. There is only one Header per PO.

Lines — Information about the items being purchased. A PO should have a separate Line for each
different item requested.

Schedules — Every Line has one or more Schedule. Multiple Schedules are needed only if there is more
than one Due Date or Ship To location required.

Distributions — Every Schedule has one or more Distributions. Distributions determine which ChartField
values the scheduled amount will be charged against within the organization. Multiple Distributions are
needed only if an item should be changed against more than one ChartField string. Distribution
information is internal and therefore not dispatched to vendors.

In addition to creating a Purchase Order from a Requisition, a PO may also be entered directly into
PeopleSoft. This section addresses the creation of a direct PO.

The steps in creating a direct PO are:

Enter a new PO
Budget check the PO
Approve the PO
Dispatch the PO

Purchasing — Purchasing Administration Page 11 of 126
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STEP 1 - ENTER NEW PO

Navigation: Purchasing > Purchase Orders > Maintain Purchase Orders

Purchase Order

Find an Existing Yalue y Add a New VYalue

Business Unit: 11000 |G
Purchase Order: |MNEXT

A

Find an Existing Yalue | Add a Mew Value

Business Unit — Defaults to the User’s Business Unit. Verify that the business unit is correct.
Purchase Order — Defaults to “NEXT”. DO NOT CHANGE. The system will auto-number all POs.

Click “Add” __#dd |, This will transfer you to the PO Form page.

To work with an existing PO use the following navigation.
Navigation: Purchasing > Purchase Orders > Maintain Purchase Orders

Go to the “Find an Existing Value” Tab and select the desired PO(s) using the following page:

Purchase Order

Enter any infarmation you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Add a Kew Value

Business Unit: =~ 11000 =Y

Purchase Order: hiegins with

Purchase Order Date: = v 2]

PO Status: = - 2

Short Vendor Name: hegins with 3

Vendor ID: hegins with =Y

Name 1: heging with

Buyer: heging with Q@

PO Type: = - ~

Purchase Order Reference: | begins with

[case Sensitive
Search Clear | Basic Search () Save Search Criteria

Purchasing — Purchasing Administration Page 12 of 126
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Click “Search” _=8arch |

If the selection criteria used is true for more than one PO, the following Search Results list will appear:

Search Results

Purchase Purchase Order

Date

11000 0000000015 02/24i2003 Approved  BROWN-001
11000 0000000014 03342003 Di | BROVIN-001
11000 0000000013 022412003 Di | BROVN-001
11000 0000000012 02/21i2003 Dispatched WOODMANESEE-001

11000 000oo0oott 022142003 Di i DACOTAH-001
11000 000oo0ooo 022142003 Di | BROVIN-001
11000 000ooQoope  0/20/2003 Dizpaiched SWEEMEY-001
11000 0000000007 02/20/2003 Approved  FIRESIDE-001
11000 0000000006  0Z30/2003 Approved  UNIT-1088-001
11000 0000000005 0Z20/2003 Approved  UNIT-1085-001
11000 0000000004 0220/2003 Dispatched WOODMANESEE-001
11000 000oo00o0E  020/200 Di i FIRESIDE-001
11000 0000000002 020/200 Di | DACOTAH-001

PO Status Short Vendor Name Vendor ID  Name 1

0000000008 BROVWMN & SAENGER
0000000006 BROWMN & SAENGER
0000000006 BROWM & SAENGER
0000000007 WOODMANSEE OFFICE SUPPLY
0000000002 DACOTAH PAPER COMPARNY
0000000006 BROVWN & SAENGER

0000000003 SWEENEY BROTHERS TRACTOR COMPANY realery General (hlank

0000000008 FIRESIDE OFFICE PRODUCTS
00000000601 United Printing and Mailing
0000000001 United Printing and Mailing
0000000007 WoODMAMSEE OFFICE SUPPLY
0000000002 FIRESIDE OFFICE PRODUCTS

UUU%‘QUUUUZ DACOTAH PAPER COMPANY

1-13 o113

PO Purchase Order
Euv=n Eﬁ Reference
realety General (hlanky
mwalery General (blank)
mwalery General (blank)
mwalery General (hlank)
mwalery General (plank)
Iromuld General (lank)

rwalety General (hlanky
rwalery General (blank)
mwalery General (blank)
mwalery General (hlank)
mwalery General (plank)
mwalery General (plank)

Select a PO by clicking on the appropriate line.

When you “Add a New Value” the following blank PO Form page will be available for entry.

PO FORrRM PAGE

PO Form Schedule

Unit: 11000 PO NEXT "PO Date: 0212412003 ||
Vendor: | ﬂ HD: ﬂ = Lookup Details *Buyer: %
PO Status: Initial Receipt: Mot Recvd  Budget Status: naot Chik'd

Doc Tol Status: Naot Chk'd
c ize | Find |

C First (] 1011 (M Last
PO Oty uom

Sel Line tem Description Categjory Amount Curr Status
1 | ﬂ ‘ =] | ﬂ ﬂ Active +_| ;I
Merchandise: Adj Amt: 00050 Total Amount: USD Backorder Status: Mone
*Goto: Header Details Defaults ltern Search Header Comments Line Details
Lopy From it Lataloy Line Cormmerts - More ... o

B savel [EINotify | (& Refresh Bk Add ] (E] UpdatedDisplay

PO Date — The default is the current system date. This date can be changed if necessary. This field
does not define the accounting date for the PO. The accounting date is defined on the header page.

Vendor / ID — Select a vendor. A PO can only have one vendor.

NOTE: If the PO had been copied from a Requisition, Bid, or Contract, the vendor would default
into the field.
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Buyer — Enter the Buyer. A PO can only have one buyer.

PO Status - The status of the entire PO. New POs have a PO Status = Initial.
The PO Status changes as the PO is processed. The PO may have one of the following statuses:

e Initial

e Open

e Pending Approval
e Approved

e Dispatched
e Canceled
e Complete

Receipt — The receipt status of the PO. New POs have a Receipt = Not Received.
Receipt Status values as the PO is processed are one of the following:

e N - Not Received

e P — Partially Received

e R —Fully Received

Budget Status — The budget status for the PO. New POs have a Budget Status = Not Checked.
Budget Status values as the PO is processed are one of the following:
e N - Not Checked
e V-Vald
e E — Error . The text is enabled as a link, which you can click to access the Purchase Order
Exceptions page where you can view budget check exceptions for this PO. Users with
appropriate authority can override the budget exceptions on the Purchase Order Exceptions

page.

Doc Tol Status — Displays the status for the document tolerance. New POs have a Doc Tol Status = Not
Checked.

The system runs the Document Tolerance process before Budget Checking when you click the Budget
Check button, or you can run the process separately. Document Tolerance checks the change in
percentage or a fixed dollar amount between the purchase order and requisition at the ChartField
distribution level. Doc Tol Status values as the PO is processed are one of the following:

e N: Not checked. The purchase order requires document tolerance checking. If any amounts,
guantities, or ChartFields are modified after the document tolerance is checked, the system
resets the document tolerance status to Not Checked.

e V:Valid. The purchase order has passed document tolerance checking.

e E: Error. Exceptions were generated for the purchase order during document tolerance
checking. You can override document tolerance exceptions on the Document Tolerance
Exception page, if you have authority to do so.
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NOTE: For the State of North Dakota agencies, document tolerances are set by Department and
are +/- 10% or +/-$100, whichever is less. This may change as a result of the pilot.

Before entering any other information on the new PO, click on the Defaults hyperlink. The Defaults page
allows the user to set values for Schedule and Distribution fields that will repeat for every Schedule and
Distribution added to the PO. The feature works only when the page is populated before entering line
items. POs built from a Requisition use the Requisition values.

PURCHASE ORDER DEFAULTS PAGE

Purchase Order Defaults

Unit: 11000 PO NERT

© Defauit @ Override

Ship To: al
Due Date: Bl Original Promise Date: [ext]
Ship Via: common Q] Freight Terms Code: FOBDEST |Q]
TRFT Rule: ﬂ Freight Charge Method: | Weight ~
Categong Q] Unit of Measure: al
Distribute by: v SpeedChart: Ql
Distribution Customize | Find | Viev
{ Details | Assetinformation | [F=¥
Dist Percent  GL Unit Account Oper Unit Fund Code Dept Program Class Budyet Date Location
@1 [ 11000 Q| Q| Y] alf =Y =Y Q) [0ziz4z2003 Ql
One Time Address  Projects
oK Cancel Rafresh

Override — Make sure this box is checked. It will ensure that the information you enter on the defaults
page will override any other default information that might come from the buyer, item, category, etc.

Line /Schedule Defaults — Enter Ship To, Due Date, Category, UOM, and any freight information that
you want to default in for all lines and schedules.

Distribute By — Select either Quantity or Amount
Distribution — Enter the ChartField distribution defaults. If a split distribution is needed, enter the percent

for the first distribution and press the +_| button to insert additional row(s). The following popup page will
appear requesting you to enter the number of rows you wish to add:

Explorer User Prompt X x|
Soript Prompt
Enter number of rows to add:

Cancel

Click LI to return to the PO Defaults page.
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Purchase Order Defaults

Unit: 11000 PO:  MNEXT

) Default ( Override

Ship To: 110002 Q] shipping-oMB

Due Date: 02/28i2003 | Original Promise Date: B

Ship Via: COMMON Q) Freight Terms Code:  |[FOBDEST Q)

TRFT Rule: g Freight Charge Method: | Wieight v

Categony: 00521 Q] Unit of Measure: EA (@)

Distribute hy: v SpeedChart: =Y
[W\ Asset Information | [F7H)

Dist Percent  GL Unit Account Oper Unit Fund Code Dept Program  Class Budget Date Location

®1 [so0000™ [17000” @] [B21188 Q [r1o Qlfoor @fszoo @l [@lfiosan @ [ozzenzons ] [os20 @)
Oz | 11000 |QJ Qal =Y Qal =Y Ql QJ|02r24/2003 =Y

One Time Address  Projects

oK Cancel Refresh

Enter the percent and ChartFields for the second distribution.

Click M when all distribution defaults have been entered. This will return you to the PO Form
page.

If you make a change to the defaults after you have entered line information, the system will ask you
whether you want to retrofit the changes to all PO lines, schedules, and distributions. You have the option
to apply the change to all lines by clicking on Mark All Lines checkbox or just to selective lines. In the
example below, a change was made to a default distribution only. If the change is to a default Chartfield,
you have the option to apply the change to all distributions on all lines by clicking on the Apply to All

Distribs checkbox or to just selective distribution lines by checking the Apply box next to the Distrib
Line.

Retrofit field changes to "all" existing PO linesischedulesidistributions

Unit: 11000 PO: 0000000014
Forthe distribution specific defaults,

Select Apply'to apply changes to the Distrib Line value. For example, ifyou select Apply for Distrib Line 3, the chanoge is
applied to each Distrib Line 3 an the PO,

Select Apply to All Distribs'to apply changes to all distribution lines onthe PO.
W MarkAll Lines [ Unmark All Lines

mize | Find | 2
Apphy Distrib Line  Field HName Field Value Apply to All Distribs
F 1 Percent 100
O 1 Account 602005 L}
Ol | Cancel Refresh

Once all of the defaults have been entered, click M This will return you to the PO Form page.
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Click the Header Details link on the PO Form page.

PO HEADER DETAILS PAGE

Information entered on this page is associated with the entire PO.

PO Header Details

Unit: 11000 PO: MEXT

Yendor: PO Date: 02/24/2003 Budget Status: Mot Chk'd

‘PO Type: GEN Q] PO Ref:

*Billing Location: 110001 ﬂ Billing AddressOrigin: ﬂ

TaxExempt |D: |E-2001 Letter of Credit ID: Q

Currency Code: Exchanne Rate Detail
Rate Date: 020242003 Exchange Rate:  1.00000000
Rate Type: CRRENT Base Currency:  USD

] Hold From Further Processing

Dispatch *Method: Acctg Date: |02/24/2003 |t
Accounting Template:
Ok | Cancel | Refresh |

PO Type — This field will establish the type of PO being created. Select from the lookup ﬂ
The State of North Dakota will use the following PO Types:

Billing Location — A required field that identifies the address where invoices should be sent such as the
main office of a Department. Verify the default billing location.

PO Reference — Enter a PO reference number, if required. On a PO created from a Requisition, this field
will default to the Requisition ID. On a PO created from an RFQ, this field will default to the RFQ ID.

Origin — Select from the lookup ﬂ For the State of North Dakota, each agency will define their unique
set of Origin Codes.

Hold from Further Processing — Processes will not run against a PO if this box is checked.

Dispatch — The default is “on.” This indicates that once the PO has been successfully checked for
Document Tolerances and Budget Checking, the PO is scheduled for the next Dispatch process. To
prevent Dispatch set to “off”.

Method — Defaults from the Business Unit definition. Method can be overridden with any valid value as
needed. Valid values are: Print, Fax, Email, Phone, EDX.
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NOTE: For the State of North Dakota agencies, the Dispatch Method can vary by Agency.

Accounting Date — Defaults to the system (current) date when the PO is saved. DO NOT CHANGE.

Template — Defaults to Standard and is the accounting template that defines the credit entries. DO NOT
CHANGE.

Click il This will return you to the PO Form page.

PO FORrRM PAGE

PO Form Schedule
unit: 11000 PO: NENT *PO Date:| 12125/2003 5 =
vendor: |[BROWN-001 Q] wp; |0000000006 |A B | pokup Details "Buyer: | Malery QU waleryRenes £
PO Status: Pend Appr Receipt: Mot Recvd  Budget Status: Mot Chk'd Doc Tol Status: Mot Chk'd
Customize | Find | First [ 1.2t 1 ] Last
Sel Line tem Description PO Oty ‘uom Categorny Amount Curr Status
1 Q) [oFFIGE CHAIR B | zoooo [Ea @[ooszt (@ 240.00 USD Active | = |
Merchandise: 24000  Adj Amt: 0.007  Total Amount: 24000 USD Backorder Status: Mone [%
*Goto: Header Details Defaults ltern Search Header Comments Line Details
Copy Fram Kit Catalog Line Gomments More v
B save) [Elvaity ]2 Refresh [Ekadd) | Update/Display

Enter the information for each line in the Lines section of the PO Form.

Item ID (Optional) — Select the Item ID being purchased. Items can also be selected from a catalog by
selecting the Catalog link at the bottom of the page.

Item Description — Describes the item being purchased. Up to 254 characters will default if Item ID is
used.

PO Qty — Enter the number of items being ordered.

UOM - (Unit of Measure) Valid Values can be chosen from a drop down box. UOM will default if Item ID
is used or if the UOM was specified on the Defaults page.

Category — Enter a Category from the drop down box. The Category will default if it was specified on the
Defaults page.

Press ml. The Amount will default into the field if the item selected has a pre-defined unit price.
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To add additional line items to this page, place the cursor in one of the line item fields already entered

and either press the Alt + 7 key or use the Insert Row button k|

The following popup page will appear requesting you to enter the number of rows you wish to add:

Explorer User Prompt R 5[
Script Prompt
Enter number of rows to add

Cancel

Click il Enter the line information for Line 2.

[ POFwm Y Scheduls
Unit: 11000 PO pEXT 00 ot D280z ] A K O R]
vendor: | DRCOWH-O01 A pe (0000000006 A B | one petals Dver:  Mwalen A waleryRenss E
PO Status: Pond Appr Peceint: Mot Reced Budnel Status: Hot Chicd
3 [OFFIGE GHAR B oo |Ea G foosz Q)
Fo2 Qoo case =i 2/[ea (&) o052 (&)
Merchandise: 4000 A A 00n%3  Total Ameunt: 20000 VSO Backorder Stetus: None
"GOt Huades Dotails  Defimlls iz Brarch Huader Sommenls Line Dictails
Copy Frorm Kl Catalog né Cormmans WO ... w
[~ s T Ty Faeata) (Eupastaitiaplay |
Click on the Line Details link.
Backorder Status: Nane
[ amount Only Status: Active
Amount: USD Doc. Base: Base Currency: UJSD
Category: o521 Abrasives, Sandblasting, Metal Category ID: ooon3
Contract SetiD: |STATE (&
Contract ID: Ql Line: Ql
Release: MEXT  Contract Details %
RFQ ID: UPNID: 11000
Vendor kem ID:
Vndr Catlg:
Mfg ID: =
Mfy Itm 1D: Q
*Price Gty Schedule | *Price Date: PO v
Replenish Code:
Withholding
Receiving Required Device Tracking
[ Inspection Required Inspect ID:

This page contains more Line specific information. Any changes to the field values on this page will be

associated with its PO Line only.
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Amount Only — v to designate the line as an amount only line. This will set the PO Qty value on line to
1, and the quantity field will become unavailable.

Category — This field is required and defaults to the category of the item being purchased.

Contract ID / Line — Will be used to reference the Contract number and line (when applicable).

NOTE: If you have selected an item that is associated with a Vendor Contract, you will not be
able to save the PO unless you enter the Contract ID and Line number.

Vendor Item ID / Vndr Catlg / Mfg ID / Mfg Itm ID — Add the vendor information for each item, if
needed.

Price Qty & Price Date — These fields define the quantity and date to be used to determine price
adjustments if defined by an item/vendor relationship. DO NOT CHANGE THESE FROM THE DEFAULT
VALUES UNLESS SPECIFICALLY INSTRUCTED TO DO SO.

Withholding — This defaults from the Vendor setup. On this page, it is possible to override the default.

Receiving Required — The default is set to check v'. Uncheck this option for POs that will NOT require
receiving.

Inspection Required— The default is set to not checked. Specifies an inspection route for the item. This
function is being used on specific items only.

Click il This will return you to the PO Form page.

Select a Line (Sel v') on the PO Form page and then click on the Schedule Tab.

SCHEDULE PAGE

PO Schedules are used to provide further detail on the purchase of an item. This includes Due Date,
Ship To location, and the Price of the item ordered. There can be multiple Schedules for each Line to
accommodate different Ship To locations or Due Dates.
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POForm  { Schedule

Unit: 11000 PO: NEXT

PODate: 022572003 PO Status:  Pend Appr Receipt: Mot Recvd Budget Status: Mot Chk'd

Line: 1 Item: OFFICE CHAIR =

Customize | Find | % All | EE First [4] 101 1 [#] Last
Sel Sched *Due Date *Ship To ‘PO Oty Price Amount Status
1 |ozizaiz003 ] [110502 @ | 2.0000 120.00000 | 24000 Active ko = |
PO Oty 2.0000 UOM: EA Amount: 240,00 USD
Ehip To Comments Ship To Address One Time Address Salesilse Tax Schedule WAT
Schedule Details Price Adjustment Misc. Charies Schedule BTV Distributions Backarder PO
B save) [EldMatity ] (2 Refiesh [EFAdd) (] UpdaterDisplay

NOTE: When in "E"'L”[T'”J mnde, to make the lines of this page visible, they must be
refreshed by clicking the LRefizsh | 1 tton before refreshing the schedules page.

Due Date — Verify the Due Date for each schedule on each PO line. The due date is the date that a
product/service is needed to be in the requester’s hands. For services, it could serve as the completion
date or the start date of the work. Check with your agency specific rules to determine how the due date
for services will be used.

Ship To — Verify the Ship To location. A drop down box of valid values is available. This field may
default from specific Ship To's created from the PO defaults page.

PO Qty — This field defaults from the Lines page. If a partial quantity is applicable to the schedule, type
the appropriate quantity and insert new Schedules for the remainder. This accommodates multiple Ship
To locations for the same Line (item) on the PO.

Price — User must input price of the item.

To add additional Schedules for this Line, either press Alt + 7 or use the Insert Row button "'_l
The following popup page will appear requesting you to enter the number of rows you wish to add:

Enplorer User Prompt R x|
Script Prompt
Enter number of rows to add:

Cancel

Click L A second schedule row will be inserted.

Purchasing — Purchasing Administration Page 21 of 126
MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.



CONUEC
MAXIMUS N

State of North Dakota

PO Eorm Schedule

Unit:

11000 PO:  NEXT AX

PODate: 0252003 PO Status: Receipt:

Fend Appr

Mot Recvd

tem: QOFFICE CHAIR

Customize | Find

Sel Sched *Due Date *Ship To PO Oty Price Amount Status

O 1 [ozizarzo03 ] [110502 @] | 1.0000 | 120.00000 | 12000 Active .| =]

2 [ozr2er2003 B (110522 [Q) 1.0000]| Il |active [l =]
POGh:  2.0000 uoM:  EA Amount: 240,00 USD

Ship To Comments Ship To Address One Time Address Salesillse Tax Schedule WAT

Schedule Details Price Adjusiment Misc. Charges Schedule RTY Distributions Backorder PO
@ save) ([EdNotify | (2 Refresh [FrAdd ) [F] UpdatesDisplay

Add the schedule information for Schedule 2 of Line 1.

Due Date — Change the due date for Schedule 2 if the goods will be delivered on different date than

Schedule 1.

Ship To — Change the Ship To location for Schedule 2 if necessary.

PO Qty — change the quantity on Schedule 1 to the number that will be received on that schedule. Add

the quantity you are ordering on Schedule 2. Press | Refresh |

to refresh the amount fields for both

schedules.
i POFarm | Schedule
Unit: 11000 PO: MEXKT A x
PO Date: 02/25/2003  POStatus:  Pend Appr Receipt: Mot Recvd Budget Status: Mot Chikd

hem: OFFICE CHAIR

Sel Sched *Due Date *Ship To PO Oty Price Amount Status

O 1 fozizarzooz | (110502 Q) 1.0000 | 12000000 | 12000 Active [+.] = |

2 [02r2812003 B [110522 | Q) | 1.0000]| 120.00000]| 12000 Active ] [= |
POQt:  2.0000 UOM:  Ew Amount: 240.00 USD

Ship To Comments
Schedule Details

a Save

Ship To Address
Price Adjustment

ElNcmfv 3 Refrezh

One Time Address
Misc. Charges

Sales/Use Tax
Schedule RTY

Schedule YAT

Distributinns Backorder PO

B Add | | ] UpdaterDisplay)

s
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NOTE: When there are multiple lines on a PO, the system will display only the line that you

he PO Eorm page and its associated schedules. The

First [4] 1 ot z [ Last |® - - -
A BB =2 display indicates the number of PO Lines available for
viewing. To view the remaining lines and their schedules, either press the [ to go to the next
line or press to see all of the lines and their schedules in the scroll area (as shown
below). To return to viewing only one line and its associated schedules, press

clected (Se
Find | Wiew All

In the example above, the display is highlighted and it indicates that there are two lines for this

PO. If you press , you will be able to see both lines in the scroll area as shown on the page
below.

Unit: 11000 PO NEXT

PO Date: 022572003 PO Status:  Pend Appr Receipt: Mot Recyvd Budget Status: Mot Chk'd

Find | Wiew 1 First [ 1202 [ Last

=l
Line: 1 Item: OFFICE CHAIR =
Custamize | Find | iew &l | 38 First @ 12062 [P Last
Sel Sched *Due Date *Ship To PO Oty Price Amount Status
O 1 |nzrzerzona B [110502 (@ | 1.0000 | 120.00000 | 12000 Active [+.| =]
2 [0zr28iz003 B (110522 | Q) | 1.0000] | 120.00000| | 12000/ Active [ [=
POOt: 20000 uoM: EA Amount: 240.00 USD
=
Line: 2 Itermn; BOOK CASE =
Customize | Find | Wiew A First (4] 10t 1 [P Last
Sel Sched *Due Date *ship To PO Oty Price Amount Status
O 1 |ozr2erz002 [ 110502 Q| 2.0000 0.00000 0.00 Active [+ =]

Complete the schedule information for each PO Line.
Make sure that the total quantity of all Schedules for a single Line equals the total quantity for the Line.

Select Sel v a schedule. Click on the Distributions link to transfer to the schedule Distributions page.
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DISTRIBUTIONS PAGE — DETAILS TAB

Distributions -- 1

PO NEXT Line: 1 Sched:

i

1 tem: OFFICE CHAIR

*Distribute hy: | @uantity v

Distribution

SpeedChart: al Status: Active

[ Details " MoreDetsils | Asset Information Feeqy Detail =y

Sel Dist POOty Percent Amount  Currency *GLUnit  *Account Oper Unit Fund Dept

1| 1.0000 | 1000000 12000UsD  [11000 @) [p21185 Q110

Program  Class Budy Dt

@lfoor @ [sz00 Q QED < jozzsrz003

Amount: 120.00 USD  Doc. Base: 120.00 USD POQty: 1.0000
o Details  Projects  Asset Req Detail  Distrib Salesfse Tax  Distria VAT
oK Caneel | | Refresh

Customize | Find | Yiew All |L't First 1061 [F] Last
Detail =h

*GL Unit *Account Oper Unit Fund Dept Program Class Buiy Dt *Location
11000 Q) [621185 Q110 @l [oor Q5200 Q Q11230 @ [ozzaizo0z Bl [110602 Q[+ =]

S

This page identifies how Schedule amounts will be charged within the organization. The required
ChartFields are entered for each Distribution allowing the item to be charged to multiple sources. The
page also allows the allocation of the price by amount or quantity. Use Alt + 7 or the Insert Row button

*..| t0 add another accounting Distribution. A location code must be input for each Schedule,
representing an internal delivery destination.

If the distribution information was filled in on the Defaults page, the distribution information will already be
visible on this page. Change the distribution as required.

Tip: The Line and Schedule numbers that you are working with are displayed at the top of the

page. Also, the number next to the Distributions page name indicates the Schedule number with
which you are currently working.

Click on the More Details Tab.
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DISTRIBUTIONS PAGE — MORE DETAILS TAB

Distributions -- 1

EL
PO NEXT Line: 1 Sched: 1 Hem: OFFICE CHAIR &
“Distribute by: | Guantity b SpeetChart: al Status:  Active

Distribution C

First (4 4.0t 1 [M] Last

Defalls | More Details Y Assel Information Req Detail =¥

Base Commitment

. Chartfield Budget _ Statistics
Sel Dist POQty Percent Amount Currency Base Amt o Currency Status g o gratys  S0NtT0l IN Unit Code
= T CloseFlayg =
1| 1.0000 [ 100.0000 120.00 USD 12000 USD  Currency %aen Valid gﬁLd Ql Ql +] -]
Amount: 12000 USD  Daoc. Base: 120.00 USD POOty: 1.0000
Distribution Details ~ Projects  Asselinformation  Rewq Detail Distrib SalesiUse Tax  Distrib VAT
oK Cancel Refresh

This page will display the Currency Information, Status, ChartField status, and Budget Status of this

distribution.

Click on the Distribution Details link at the bottom of the page.

DISTRIBUTIONS PAGE — DISTRIBUTION DETAILS PAGE

Distribution Details -- BROWMN-001
PO NEXT Line: 1 Sched: 1 Dist: 1
=h
OFFICE CHAIR l'_'lg' b 4
Status: Open Chartfield Status:  ‘/alid %
IM Unit: Q) Budget Status: Mot Chicd
Statistics Code: Q
Consigned
Ok Cancel | Refresh |

Status — The status for the POs distribution.

IN Unit — Not used by the State of North Dakota at this time.
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This page contains the Cancel Distribution button X that cancels this page’s corresponding ChartField
Distribution. This button is to be used to cancel a distribution only after budget checking, when all fields
except the Distribution’s amount field will be grayed out. DO NOT use the X button when all
ChartFields appear in black. This will cause the system to encumber the canceled amount, which is not

the desired effect. If a Distribution must be deleted before budget checking, click on the Delete icon ;|
next to the Distribution to be deleted.

Click LI to return to the Distributions page. Complete the distribution information for every
Schedule on all PO Lines.

Click on the Req Detail Tab.

DISTRIBUTIONS PAGE — REQ DETAIL TAB

Distributions -- 1

=
PO:  NEXT Line: 1 Sched: 1 ftem: OFFICE CHAIR B
“Distribute by: | Quantity N SpeedChart: al Status: Active
Distribution " First (4] 1 of 1 [P Last
Details More Details  Asset Information | Req Detail =)
Sel Dist POGty Percent Amount  Currency RequestBU ReqID Red Ren Do Requester Telephone Fax Number
1 [ 10000 [ 1000000 120.00 USD: [ =1

Amount: 120,00 USD  Doc.Base: 12000 USD PoQty: 1.0000

Distribution Detaile  Projects  Assetnformation Req Detail Distrib SalesfUse Tax  Distrib WAT

oK Cancel Reftesh

This page contains information about the requisition. If the PO had been copied from a requisition, the
Requisition ID, Line, Schedule, Distribution Line and Requester information would be filled in.

Click on the Asset Information Tab.

DISTRIBUTIONS PAGE — ASSET INFORMATION TAB

Distributions -- 1

En
PO:  NEXT Line: 1 Sched: 1 fem: OFFICE CHAIR B

“Distribute by: | Quantity ¥ SpeedChart: al Status: Active

First (4] 1014 [}]

Ren Detail

=y

Sel Dist POOty Percent  Amount Currency AMUnit  Profile ID CAPH Seyuence Tag Number  EmpliD Capitalize ?"S; Description

1| 1.0000 | 100.0000 120.00 USD Ql Q) CUY Y]

K

Amount: 12000 USD  Doc. Base: 12000 USD POQty: 1.0000

Distribution Details  Projects  Asset Information  Req Detail Distrib SalesiUse Tax  Distrib VAT

Ok Cancel Refresh
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Allows the user to enter Asset information. This is not currently being used by the State of North Dakota.

Click L to return to the Schedule page.

Click the Price Adjustment link.

PRICE ADJUSTMENTS PAGE

Price Adjustments for Schedule 1 -- BROWN-001

PO:  MEXT Line: 1 Sched: 1 tem: OFFICE CHAIR

Adjusted Price: Current Price:  120.00000 UsD Chanige Price
alue Adjustments Find | wiew Al
*Seq: Type: Base Base Price Type: User
*Adj Meth: Amt:
120.00000
Ship To UOM Oty Needed: Actual:
oK Cancel | | Refresh |

%

Sort*alue Adjustments
First 11 [F] Last

The Price Adjustments page shows the current price of a Schedule as type BAS and should not be
changed. To add an adjustment type other than BAS, click on the Insert row button Ll This is not

currently being used by the State of North Dakota.

Click L to return to the Schedule page.

Click the Schedule Details link to display the Details for Schedule page.

DETAILS FOR SCHEDULE PAGE

This further defines attributes about the items being ordered.
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Details for Schedule 1 -- BROWN-001

=
PO:  NEXT Line: 1 Sched: 1 ftem: OFFICE CHAIR =
Amount: 12000 USD Doc. Base: 12000 USD POGte  1.0000 Status: Active
Due Date:  02/25/2003 Time Due: Custom Price - No Override  [] o Charge
Orig Prom: [en) Ship Date: % [ent) (Planning)
‘Matching: |NOMalth ¥ match Status PO:  Unmatched
Freight Trm FOBDEST | Fop DEST, FRT PREPAID shipwiz:  |[COMMON | QU common carrier
Tolerance Over  Talerance Under
[C] Reject Qty Over Tolerance TRFT Rule: Q)
Unit Price:
% Unit Price: Early Shin Rict Days:
: : | Weight R
Ext Price: Oty Rewd Tolerance % Charge Method: ol
% Ext Price: [ Freight Charge Override
0K | Cancel | Refresh |

Amount — This is the item amount associated with this Schedule. This does not include such items as
tax or freight.

Custom Price - No Override - This check box indicates to the system that a custom price has been put
on the schedule.

No Charge — If selected this will indicate a zero-priced line and is considered a no charge item. You will
get the following confirming message when you try to save the PO with a zero dollar schedule:

Warning -- Mo price on line number 3, schedule 1. {10200,14)

There iz no price an the specified schedule. You can confirm that yvou want to save a zero dollar itern.
Ok Cancel

Org Prom — This is the date the Vendor promised the delivery of the item. This is used for tracking the
Vendor’'s performance.

Ship Date — This is the date that the vendor actually ships the goods. This is used for tracking the
Vendor’s performance.

Freight Terms/Ship Via — These fields represent how and under what terms the vendor will get the
goods delivered. They default in as FOB DEST and COMMON.

Matching — This will determine how this schedule will be matched for Payables payment purposes. The
drop down box will list the following values:

e Full Match
e Evaluated Receipts Settlement (ERS)
e No Match
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This field will default to NO MATCH on the PO Header page as defaulted from the vendor table. May be
changed if necessary.

Match Status PO — Read-only field identifying whether or not the item has been voucher matched.

Matching Controls — These fields default from the Item Categories and define the tolerances that
voucher matching process will use to evaluate PO to voucher dollar differences. If the differences are
within the acceptable tolerances, the voucher will pass matching. If not, it will fail and the match status of
the voucher will be Error.

Price Tolerances - The Unit Price, Ext Price, and their two Pcts, represent the unit price tolerance, the
total amount tolerance and their respective percentages. Price Tolerance compares the actual price with
the estimated price on the PO. When the difference exceeds either the unit or percent tolerance,
matching fails. Extended total is similar, but looks at the extended price (quantity X unit price). If
matching is not being used these fields should not be populated.

Receiving Controls — These fields determine the acceptable tolerances for receiving shipments.

Reject Qty Over Tolerance — Select this field to reject shipments when the quantity received is
over the tolerance.

Qty Rcvd Tolerance % — refers to the quantity received and refers to allowing receipts that exceed PO

guantities. This allows or disallows possible over-shipments and specifies the percentage of the quantity
ordered that is allowed as an over-shipment.

Click L to return to the Schedule page.
Click on the PO Form tab.

Click on ... More... and select 11 — Matching.
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POForm Y Schedule

More @
Unit: 11000 PO:  NEXT PO D01 -Activity Loy
Vendor: | BROWN-001 Q) wp: |ooooooooos (R FE “Buys| 12 Dizpaten PO
~= Lookun Detalls "BIM905 0o Dispatched History enee B

PO Status: Pend Appr  Receipt: Mot Recvd  Budget Status: Mot Chitd Doc Tol §04-Freview PO
| 05- PO Activities

= e ——0B-Category Search
Sel Line tem Description PO Gty 2U4p7-view Category Hierarchy

L2 OFFICE GHAIR ED 20000 [g408-Backorder PO ctive ] =

‘ g | E‘g ‘ ’—UQVDD:umem Status Inguiry —I —I

O 2 Q| [BooK cASE =] R e ———— clive [ = |
12-Header VAT Info §

13-Header Misc. Charges
14-Freight Calculation
15-Budget Check
16-Budget Status-Prarated
17-Budget Status-MProrated
18-Doc Tolerance Checking
18-Doc Talerance Exception

Merchandise: 24000 Adj Amt: 0.00%  Total Amount: W one
1-Item Availability
*Goto: Header Details Defaults liern Search Header Comments 232-0pen GiyiAmaunt
Copy From Kit Catalog Line Commerts 11-Matching he
B save] (EdMwtity ) (£ Refiesh [Eeadd ] &) UpdatesDisplay,

PO MATCHING PAGE

This page will determine how the schedule will be matched for Payables payment purposes.

PO Matching -- BROWN & SAENGER
Unit: 11000 PO: MEXT
To Match
*Match Action: Standard | » *ERS Action: | Mo v
Match Rule: STAMDARD ﬂ
Ok Cancel Refresh |

Match Action — Controls the type of match rules you can add to this match rule control. Values include:
No Match: No match required.

Standard: Comprises two-way (PO to voucher), two-way (receipt to voucher), three-way, four-way, or
ERS (evaluated receipt settlement) matching.

Match Rule — Select a Match Rule. The value for the State of North Dakota is Standard.

ERS Action — Defaults to No.

Click il to return to the PO Form page.

Click on the Header Comments link at the bottom of the page.
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HEADER COMMENTS PAGE

This page is used to generate comments that can be applied to the entire PO. The comments can be
both internal and printed on the PO itself. Frequently used comments can also be set up and accessed
for addition to a PO.

PO Header Comments

Unit: 11000 PO: MEXT

Find |Wiew Al First [0 1.0 1 [ Last

Active Onhy *Sort Methd: | Somment Time Sta v | +gort geq; | Ascending

Comments:

[] SendtoVendor [] Shown at Receipt [ Shown at Voucher

File Name: File Extension; &
Fram-= PO 11000-0000000021

Standard Camments GoTo Source Fetch ltem Specs

Ok Cancel Refrash

Each Comment will be assigned a number and will be sorted based the methods indicated at the top of
the page.

NOTE: Make sure that you add a header comment with the vendor’s contact information. The
buyer’'s name and phone number will default in otherwise.

Active —You can retrieve only the comments that are active by checking this box and pressing the
Comments Load button . When you add a new PO, the box is selected and cannot be cleared.

Sort Method — Select one of the following:
e Comment Time Stamp — Sorts the comments by the time stamp assigned to them when they
were created.
e Vendor Flag — Sorts the comments flagged to be sent to the vendor.

Sort Seq — Select from the dropdown list whether you want to sort comments in Ascending or
Descending order.
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[=12]
Click the Comment Sort button to sort all comments (active and inactive). The comments will be
sorted based on the Sort Method and Sort Seq that you selected.

Click the Load Comments button to retrieve the comments that exist for this PO. If comments exist
and have already been loaded, you will get the following message:

Cwerride existing comments? (10207 ,14)

Comments have been previoush [oaded, and have possibly
heenworked on already.

Re-fetching the comments will override all the comments that

wou have warked on. However, any context that was previoushy

saved as a standard comments will still be saved after the transaction
is finished.

Fress OKto proceed, or
Fress Cancel to stop loading comments again.

Ol I Cancell

Click the Delete button B to deactivate a current comment. If you deactivated a comment by mistake,

press the ‘= This button is visible only if you deactivated a comment.

Send to Vendor - This defaults to checked v'. If you do not want a vendor to read this comment, make
sure that you uncheck this box. If the comments are for internal use, leave the check box clear.

Shown at Receipt — Check v if you want the comment to be visible on receipt documents.
Shown at Voucher - Check v if you want the comment to be visible on vouchers.

File Name - Identifies a document associated with the PO. In the edit box, enter the File Name or path
and its required file extension in the File Extension Field (e.g., doc, xIs, pdf).

Click the Launch File button@to transfer to the associated document (e.g., Microsoft Word, Excel, or
PDF file).

Go to Source link — This link is only available if the comments being entered originated with another
transaction (e.g., requisition). This option will allow you to view the originating source transaction.

Fetch Item Specs link — This link allows you to copy in as comments any detailed specifications for the
item, if they have been established during item setup.

Standard Comments - Press on this link to choose a comment pre-defined as a Standard Comment.
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STANDARD COMMENTS SUB-PAGE

This page allows you to select pre-designated comments.

Standard Comments

“Action: Cutand Paste

St Type: FRT & CommentID:  |FOB1 | Q]

*Eff Date: Status:

Description:
Short Desc: [%

Comments:

FOB DEST FRT PREPAID - Freight charges paid by seller- title passes
to huyer at destination. Seller- paws freight charges; Seller - hears
freight charges; Seller- owns goods in transit, Seller - files claim (if any)

e Cancel | R'efreshl

Action — Select “Cut and Paste” ONLY.
Std Type — Lookup QJ the Standard Types available and select the one that you want to use.
Comment ID — Lookup Q the Comment ID numbers available and select the one that you want to use.

Click LI to return to the PO Header Comments page.

To add additional comments on the PO Header Comments page, click on the ll button in the upper
right corner of the comment page.

NOTE: When there are multiple comments, the system will display only the most recent
comment. TheBalalsNRHT=V¥1 display indicates the number of
comments available for viewing. To view the remaining comments, either press the 1 R goto
the next comment or press @ to see all of the comments in the scroll area. To return to
viewing only one line and its associated schedules, press .
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NOTE: On confirming PQO’s, a note to that effect MUST be put in the Header Comments. The
Shown at Voucher box MUST be checked.

When you have finished entering your header comments, click M to return to the PO Form page.

Click on the Line Comments link at the bottom of the PO Form page.

LINE COMMENTS PAGE

This page is used to generate comments that can be applied to a specific line on the PO. The comments
can be both internal and printed on the PO itself. Frequently used comments can also be set up as
Standard Comments and accessed for addition to a PO line.

The same fields are available here as on the PO Header Comments page. The Send to Vendor
checkbox will default to checked.

PG Line Comments

Unit: 11000 PO 0000000021

Active Only “Sort Methd: | GommentTime Sta | sgort Gaq | Astending

Comments:
s

[] Sendto Vendor [] Shown at Receipt [] Shown at Voucher

File Name: File Extension: %
Standard Comments GoTo Source Eetch ltem Specs
Ok | Cancel | Refresh |

Click L again to return to the PO Form page.

Click on the M button to save the PO. Note the PO number.

Also, note that the PO Status = Pend Appr and the Doc Tol Status = Valid. On a Direct PO, when a new
PO is saved, the PO Status changes from Initial to Pend Appr. In addition, since there is no Document
Tolerance checking on direct POs, the Doc Tol Status automatically changes from Not Checked to Valid.
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[ PO Form Schedule
Unit: 11000 PO: 0000000022 PO Date:|02/25/2003 i) =
Vendor: | BROWN-001 Q ap; 0000000006 |Qf B | ookup Details *Buyer: | rwalery Al waleryRenee E
PO Status: Pend Appr Receipt: Mot Recvd  Budget Status: Mot Chik'd Doc Tol Status: Valid 1102 0f2
Customize | Find | View Al | 2 First [ 1.z 2 [ Last
Sel Line kem Description PO Oty *UJOM Category Amount Curr Status
o 1 QJ [oFFICE CHAIR 2 | zoooo0 [Ea @[oosz1 Q] 24000 USD Active k| = |
[ QJ[BooK case =S 20000 EA (@) [00521 [Q) 10000 USD Active  [Ha| —|
Merchandise: 34000 Adj Amt: 0.00%0  Total Amount: 340.00 USD Backorder Status: MNone
'Goto: Header Details Defaults ltetn Search Header Comments Line Details
Capy From kit Catalog Line Commants ... More ... v
B save) [EdNaity ) |2 Refresh B Add ) |2 UpdaterDisplay

STEP 2 — BUDGET CHECK THE PURCHASE ORDER

Once the PO has been entered and saved successfully, you can now budget check it.

Budget Checking a PO is subject to budget authorization. Budget authorization requires that each
Distribution contain valid ChartFields and have adequate funding available to encumber the PO. The PO
budget checking process compares each PO Distribution against the appropriate budget and sets the
Budget Status on the PO to indicate whether it has passed and is now eligible for further processing.

When the budget check has been successful, the Budget Status on the PO Form, Schedule, and
Distribution pages will change to Valid. If budget checking fails, the Budget Statuses will change to Error
and an error message is generated.

Budget Checking will be run as part of unattended batch processing daily at night, but can also be run
online to expedite the dispatch of a PO.

There are two ways to run Budget Checking online. The first is the Budget Check button on the PO Form
page. The second is to run the batch process - PO Budget Check. The second option allows the
processing of individual POs, a range of POs, or the processing of all POs in the Business Unit.
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BUDGET CHECKING FROM THE PO FORM PAGE

Navigation. Purchasing > Purchase Orders > Maintain Purchase Orders

PO Form Schedule
Unit; 11000 PO 0000000022 "PO Date:|02/25/2003 £ x
vendor: | BROWN-001 & 4p; |DOODODDODE |G B Lookup Details "Buyer: |Mwalery Y] wialery,Renee E
PO Status: Approved  Receipt: NotRecvd  Budget Status: Valid Doc Tol Status: ‘alid 1i02of2
Customizs | Find | Yiew Al | B8 First [ 12012 [ Last
Sel Line ltem Description PO Oty *UOM  Category Amount Curr Status
1] Q| [oFFICE CHAR B | 20000 [EA Q)[o0s21 @ 24000 USD Active k.| [= |
o =z S |BooK cAsE S 20000] EA Q) |00521 |G 100.00 USD Active hu| [ = |
Merchandise: 340,00 Adj Amt: 0.00%  Total Amount: 340.00 USD Backorder Status: MNone
*Goto: Header Details Defaulis ltern Search Header Comments Line Defails  Requisitions
CopyFrom Eit Catalog Line Comments More v
& save)  [QRetumto Search ] [ENotity ) (2 Retresh | Ehadd

On the PO Form page, press the budget check@ icon. If the budget check is successful the Budget
Status = Valid. If the budget is unsuccessful, the Budget Status = Warning or Error. If an error occurs,
review the Budget Inquiry and Correcting Budget Checking Errors section in this manual.

Once budget checking is run, one or more of the following icons will become available:
& Click to approve the PO. This is grayed on direct POs. It is un-grayed on POs created from RFQs.

A After a PO has been dispatched, it is eligible for change order tracking and the Create Header
Change icon will be available for use.

X . Click to cancel a PO. Once a PO is canceled no changes can be made to it. Cancellation is
irreversible and a new one must be created. This is discussed in more detail in the Canceling a
Purchase Order section of this manual.

m - Deletes the PO header and all records associated with it. You will receive a message to confirm the
deletion of the PO. Only authorized users will have this field available to them.
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BATCH BUDGET CHECKING PURCHASE ORDERS

Navigation. Purchasing > Purchase Orders > Budget Check

PO Budget Check Request
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

J/ Find an Existing Value | Add a New Value

Run Control ID: | begins with ¥ | [Po_BCH]

[” Case Sensitive

Search | Clear | Basic Search ([F] Save Search Criteria

Find an Existing Walue | Add a Mew Value

Enter a valid Run Control ID in the dialogue box above or select from a list by leaving the field blank and
clicking ﬂl. Click ﬂl after populating the Run Control ID field to access the Budget Check

Request page below.

If using the process for the first time, users must create their own run controls by selecting “Add a New
Value” instead of “Find an Existing Value”. Type in a name for the Run Control ID, such as PO_BCM for

PO Budget Check. Click [ Add |

You will be transferred to the Budget Check Request page.

BUDGET CHECK REQUEST PAGE

{ Budget Check Request
Run ControlID:  PO_BCM Report Manager Process Monitar R

Budget Check Request Find |%iew Al First [0 1081 [ Last
O once Request Number: 1
@ Aways *Description: FO_BCHM
O Don't Run
*Unit Option: Walue v Unit: 11000 (R
PO ID Option: Some e From/To: oooooonot g ﬂ ooonooooz ﬂ

<

PO Date Option: Al

B save] ([ElNatiy [EFAdd | [ ] Update/Display
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Process Frequency — Select Always
Description — Enter description for the Run Control.

Unit Option — Select All to process all Business Units or select Value if you want to process only one
Business Unit. If you select Value, the Unit field will become available next to the Unit Option field. Enter
the Business Unit or click on q and then click on L2240 | to select from the valid list of Business Units.

PO ID Option - Select a single PO to be processed (Value), a range of POs (Some), or All POs (All). If
you select Value, the PO ID field will become available next to the PO ID Option field. Enter the PO ID or
click on QY and then click on _L22£p | {0 select from the valid list of POs. If you select Some, the From/To
fields will become available next to the PO ID Option field. Enter the PO ID range or click on QY and then
click on _L28KYe |10 select from the valid list of POs.

PO Date Options - Select Value (a specific date), Some (a range of dates), or All. If you select Value, the

PO Date field will become available next to the PO Date Options field. Enter the PO Date or click on )
to select a date from the popup calendar. If you select Some, the From/To fields will become available

next to the PO ID Option field. Enter the PO Date range or click on Bl to select from the popup calendar.

Press M This will save your Run Control settinfs for use in the future.

After your selections have been made, click to open the Process Scheduler Request page.

PROCESS SCHEDULER REQUEST PAGE

Process Scheduler Request
User ID: revalery Run Control ID: PO_BCHM
Server Name: ¥ | Run Date; 02/25/2003 Edl
Recurrence: * | Run Time: 1214:01FM Resetto Current Date/Time |
Time Zone: g
Process List
Select Description Process Name Process Type Type *Format
Comm. CGotrl. Budget Processar FEFKBOP3 COBROL Sl (Maone) (Mone)  w 1?:
QK | Cancel |

Server Name — PSNT

ClickM to run the Commitment Control Budget Processor and complete the process. If
successful, the BCM status on the PO will be Valid.
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STEP 3 - APPROVE THE PO AMOUNT

Once the PO has been successfully budget checked, navigate to the following page to approve the PO
amount and activate the appropriate workflow approvals.

Navigation. Purchasing > Purchase Orders > Approve Amounts

Amount Approval

j Find an Existing Value |

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Business Unit: = v 11000 =Y
Purchase Order: hegins with + ||0000000024

SetiD: =Y
Contract ID: begins with Q
Release Humber: = v

Purchase Order Reference: | begins with +

[Ocase Sensitive

Search | Clear | Basic Search E Save Search Criteria

Enter the Business Unit and Purchase Order. Click

Search _

Note: If you are on the PO Form page after successfully budget checking, navigating to the PO
Approval page from the PO Form page will bypass the search page above and take you directly

to the PO Approval page below.
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PO APPROVAL PAGE

[ Approval 'y Details
Unit: 11000 PO: 0000000024 Vendor: 0000000006
“Approval Action: Approve ~ Approval Status: Initial
Buyer: Walery, Renee E. PO Date: 02i25/2003 [}S
PO Ref:
Merchandise Total Amount: 340.00 USD Merchandise Total Base: 340.00 UsSD
PO Total Value: 340.00 PO Total Base: 340.00

ﬁ Save QRetum 1o Search) ElNotify )
Approval | Details

Approval Action — Defaults to Approve.

Approval Status — Before saving, the Approval Status = Initial.

Press M The status will change to Complete and the PO will enter workflow for supervisor
approval routing.

STEP 4 - DISPATCH THE PO

Once the PO has obtained the necessary workflow approvals, it is ready to be dispatched to the vendor.
Depending on your specific agency rules, POs may be dispatched to print, e-mail or fax.

Navigation. Purchasing > Purchase Orders > Dispatch POs

Dispatch Purchase Orders
Enter any information vou have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value Y Add a NewValue

Run Control ID: | heging with j |PO_DISPATCH

™ case Sensitive

Search | Clear | Basic Search [g) Save Search Critetia

Mo matching values were found.

Find an Existing Yalue | Add a Mew Value
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Enter a valid Run Control ID in the dialogue box above or select from a list by leaving the field blank and

clicking —=2=#2reh | Click ﬂl after populating the Run Control ID field to access the Dispatch
Purchase Orders page below.

If using the process for the first time, users must create their own run controls by selecting “Add a New
Value” instead of “Find an Existing Value”. Type in a name for the Run Control ID, such as

PO_DISPATCH. Click L Add |

You will be transferred to the Dispatch Purchase Orders page.

DisPATCH PURCHASE ORDERS PAGE

| Dispatch Purchase Orders |

Run Control ID: PO_DISPATCH Report Manager Process Monitor Run

Language: |English |+ | @ Specified O Recipient's

Business Unit: (11000 | Q] [ approved [ Dispatched
PO ID: 0000000022 (R Select Purchase Order
Contract SetiD: Q Print FAX EDX E-Mail Phone
Contract ID: QJ
Release: ﬂ *Chartfields: Walid Chartfields ~
From Date: B
Change Orders: | Changed and UnChanged Order v
Thru Date: [e21]
[ print Changes Only Print PO ltem Description
Vendor ID: Q [ Test Dispatch [ Print Duplicate
Buyer: Q) ] Print Copy
Fax Cover Page: Ql [] print BU Comments  Sort By: |Line Mo,
ﬁ Sawe ElNotify Eadd | | UpdatedDisplay

Select the criteria you wish to use for dispatching. There are several options available.

NOTE: Each agency will determine it's own rules for dispatching POs. Check with your supervisor
for the appropriate criteria to use. The criteria used in this example are for illustration purposes
only.

Business Unit — Make sure that the correct business unit is entered.

PO ID - Enter a specific PO or leave the field blank to select all POs for the specified Business Unit.

Press B Save),

Run .
Press 4| You will be transferred to the Process Scheduler Request page.
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PROCESS SCHEDULER REQUEST PAGE

Process Scheduler Request

User ID: ravalery Run Control ID: PO_DISPATCH

]
Server Name: PSNT ¥| RunDate: 022512003 il
Recurrence: Run Time: 12:34:01PM Resetto Current DateiTime |

Time Zone: I:lg

Select Description Process Hame Process Type Type *Format
[ PO Dispatch & Email FODISP FS.Job 5]
PQ DispatchiPrint POPOODS SQR Repatt {7
O Email FO_PO_EMAIL applicatian Engine Fd

Ok | Cancell

Server Name - PSNT

Select v' PO Dispatch & Print. Press LI to return to the Dispatch Purchase Orders page.

To VIEW AND PRINT PURCHASE ORDERS

Reporting Tools/Report Manager/Administration

3} Report Manager - Microsoft Internet Explorer ==l =]
File Edit  Wiew Favorites  Tools  Help |Links ] Administration For Yendor Registration 4] Customize Links 4 | Free Hotmai »
dmBack ~ = - (G} ﬁl @ search  [GelFavorites  EFMedia @l B S 5w 2

Address [&] https: {jcnd.state.nd.us/psp/ndfpa+/EMPLOYEE/ERP/c/REPORT_MANAGER COMTENT _LIST.GBL =] @ao

—

g‘-’ Haome

Mew Window | Help

Explorer List |( inistration \ Archives
User: Idsteckler Tyne: I_ 'I Last: I_‘II Days VI Refresh |
Status: | =| Folder:| =| mstance: | to: |

Report List Custamize | Find | Wiew A First (4] 1.z of 24 [#] Last

Select Report Pres Report Description M Format Status Details Wiew
D Instance Date/Time
04/18/2003 Acrobat )
T 710 2013 PO DispatchiPrint o3 aman e Fosted Details View
04/16/2003 Acrobat )
[T 703 2006 PO DispatchiPrint i o pd Fosted Details View
: ) 04/16/2003 Acrobat .
T 70z 2005 PO DispatchiPrint TN o Posted Details View
: ) 04/16/2003 Acrobat .
[T 701 2004 PO DispatchiPrint s aman oy Posted Details View
0 q 047162003 Acrobat 0 0
[T 700 2003 PO DispatchiPrint e oo Posted Details View
[ 693 2002 PO DispatchiPrint ganerznnz ALERAL posted  Details View =
[ [& [# 1nternet
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Make sure that the Run Status = Posted. If it says Queued or Posting, press MI until the status
changes to Posted. If the status = Error, press the Details link. This will transfer you to the Process Detalil
page where you can click on the Message Log link to view the error message.

Once the Dispatch process has completed successfully, you can view the PO and print it. To view the PO,
press the View link on the Process List page shown above. This will transfer you to the Report Detail

page.

; Report Manager - Microsoft Internet Explorer ;Iilil

File Edt  View Favoribes  Tools  Help |Links €] Administration For Yendor Registration 48 | Customize Links & ] Free Hotmail ”
EBack -~ = - QD) @4 | Bsearch EIFavorkes Meda (B Eh- S = P
Address |9_‘| https:ffcnd. state .nd, usipspindfp@4/ EMPLOYEE [ERPIC/REPORT _MANAGER, COMTENT _LIST.GBL =] @eo
Mew Window | Help =
Report Detail
Report ID: 710 Process Instance: 2013
Name: POPOOOS Process Type: S0OR Report
PO DispatchfPrint
File List
Hame File Size {ntes) Datetime Created
BEOPOOOS 2013.PDF 4,572 04716520032 9:03:51.287000AM PDT
Trace File 129 04/16/2003 9:03:51.3870004M PDT
Messane Lag 1,565 041652003 9:03:51.387000AM PDT
-l
dlstart ||| 1 & BE B3 X || B | ByF | ®ioe. | @ieu.|[ERe. T ey

Click on the hyperlink that ends in .PDF (e.g., popo005 965.PDF) to view the PO document online.

A new window will open up taking you into Acrobat Reader to see the printed dispatched PO. The
following is A SAMPLE DOCUMENT ONLY.
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Purchase Order

Pl

Dispatch via Print

Office of Management & Budge

[ Thumbnails™,_Bookmarks

600 EastBoul
Eismarck ND 585
United States

St

Tax Exempt? ¥ Tax Exempt ID: E-2001

State of North Dakota Purchase Order Date Revision Page
Bismarck ND 58505-0400 11000-0000000022 02/25/2003 1
United States Payment Terms Freight Terms Ship Via
Now FOB DEST, FRT PREPAID  COMMON
Vendor: 0000000006 Buyer Phone currency
BROWN & SAENGER Walery,Renee E. 701/328-1729 USD -
511 AIRPORT RD Ship To: See Detail Below
BISMARCK ND 58504
United States Bill To:

Office of Management & Budget
1

5-0400

d Avenue Dept 110

Replenishment Option: dard
Nifg 1D Quantity UOM

State Procurement Offics
s T i T

[Line-Sch_Item/Description PO Price Extended Amt Due Date
1- 1 CFFICE CHAIR 1.00ER 120.00 120.00 02/25/2002
Ship To:
Central Services Division-Admin
14th Floor ol Tower
600 East Bou wenue Dept 018
Bismarck ND 58505-0501
United States
Schedule Total 120.00
1- 2 OFFICE CHAIR @7 1.00ER 120.00 120.00 02/28/2002
Ship Ta:

Press the & icon to print a hard copy of the PO.
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BUDGET INQUIRY AND CORRECTING
BUDGET CHECKING ERRORS

This section reviews how to inquire on budgets and how to troubleshoot budgeting checking and
document tolerance errors, correct them and continue processing POs.

DOCUMENT TOLERANCES

Document tolerances set limits on the dollar amount or % that a PO can exceed a requisition amount
before the system will generate a document tolerance error. Document tolerances are set by Fund code.

When a PO is budget checked the process first checks that the PO has not exceeded the document
tolerances limits. If the PO passes, the Document Tolerance Status on the PO Form changes to Valid and
the PO is then checked against the budget. If the PO exceeds the Document Tolerance limits, the
Document Tolerance Status on the PO Form will change to Error and the PO will not be budget checked.
The Document Tolerance error must be corrected or overridden (authorized users only) first and then
budget checking re-run.

BUDGET CHECKING

Budgets for the State of North Dakota are maintained at the Appropriation, Appropriation Line, and the
Organization levels.

Transactions will fail budget checking if there is at least one line that fails budget checking. If a
transaction fails budget checking, you can either adjust the transaction or adjust the budget to handle the
transaction. Only Users with appropriate security have the ability to override a budget exception or adjust
the budget.

There are several reasons a transaction may fail budget checking. Examples are:
¢ Insufficient funds in the budget — the budget may be on hold, closed, or out of available funds.
e Budget date for the transaction is out of bounds.
e No budget exists.

The error message you receive when a PO fails budget checking is either a Warning or an Error. If a
budget has been set up to allow budget override, you will get a warning message. If overriding a budget is
not allowed, you will get an error.

You will be notified of budget checking exceptions either online if you budget check individual POs or
guerying transactions that were budget checked in batch.
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If you budget check online, you will see the budget checking status of the PO Header and PO Distribution
Details changes from Not Checked to Error when the budget process has completed.

Correcting budget checking errors for transactions may consist of the following actions:
e Correct the Chartfield distribution, if entered in error.
e Change the amount on the transaction lines to conform to the budget limits.
e Change the budget amounts to allow more transactions to pass budget checking.
e Override the budget for a particular transaction (authorized users only).
e Override the entire transaction for all affected budgets. Only users with proper authority can
perform this type of correction.

INQUIRING ON A BUDGET

To inquire on available funds for a particular budget, follow the navigation below:

Navigation: Commitment Control > Review Budget Activities > Budget Inquiry > Budget Details

Budget Details

Enter any information you have and click Search. Leave fields blank for a list of all values.
Use Saved Search: A

Business Unit: =~ 11000 =Y
Ledger Group: = v APP_LN =Y
Account: hegins with Q)
Department: heging with Q)
Operating Unit: begins with |10 Q)
Product: heging with Q)
Fund Code: heging with Q)
Class Field: begins with »|11030 ﬂ
Program Code: hegins with Ql
Budget Reference: beging with QY
Affiliate: heging with Q)
Fund Affiliate: hegins with Q)

NOTE: For the State of North Dakota, budgets are established in the APP_LN Ledger Group by
Business Unit, Class-Funding, Department, Budget Reference, and Budget Period.

Enter the Ledger Group = ALLOT and as many Chartfield values as possible to narrow your search.

Press __=2arch |

All of the budget lines that meet your search criteria will be returned.
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Search | Clear | Basic Search [ Save Search Criteria  Delete Saved Search

- . Operating PC
Business Ledger : Operating Fund Class Program Budget .. Fund . Chartfield Chartfield Chartfield . .
Unit Group Account Department Unit Product Code Field Code Reference Affiliate Affiliate n;]miate 1 2 3 Business Project

Search Results

Unit

11000 APP LI (hlanky  (blank] 110 thlanky (hlank) 11030 dblank)  (hlankd (hlank) chlanky dhlank) hlank) hlank; (hlank] (hlank)  (blank]
11000 APP LM (blankd (blank) 110 (blanky (blank) 11030 (hlank) (blank) (blanky (blank) (hlank) blank) blank’ (blank (blanky  (hlank)

Select the specific budget you wish to view by clicking on it. The selected budget line criteria will be
shown at the top of the Budget Details page.

BUDGET DETAILS PAGE

This is an inquiry page that shows the amount of available, pre-encumbered, encumbered and expended
funds. From this page you can drill down to view budget journal lines, ledger entries, source transactions
activities, budget exceptions, associated budgets, parent-child relationships, and budget activities.

Budget Details

Budpet Period
2003L2

Oper Unit Class Field

Business Linit Ledger Group

11000

Ledger Amounts

Budget: 1,519,211.288 USD Max Rows 100
Expense: 5270134 UsD Attributes
Encumbrance: 93619758 UsD )
Pre-Encumbrance: 822,008 USD Parent/ Children
Associated Budgets

Associated Revenue: 0.00& uso

Available Budget

Without Tolerance: 1,513,941.16F USD Percent: (99.65%).F Forecasts

With Tolerance: 1513941165 WVED Percent: (99.65%).5

Budget Exceptions

Exception Errors: 1 Exception Warnings: 12 Budget Exceptions
Cl Return to Search +E Previous in List ) [EZINatify

Ledger Amounts

Budget — Total approved budget amount.
Expense — The total amount expended (direct and PO vouchered) for the given budget line.

Encumbrance — The total amount of funds encumbered by POs that has not yet been vouchered. This is
configured for tracking only and will not reduce the available funds.

Pre-Encumbrance — The total amount pre-encumbered by Requisitions that has not yet been copied into
a PO. This is configured for tracking only and will not reduce the available funds.
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- View related links

Available Budget — This section shows the amount of budget that is still available.

Without Tolerance — The total amount available, excluding the document tolerance percentage.
With Tolerance — The total amount available including the document tolerance percentages.

Budget Exceptions — This section shows the total number of exception errors and warnings outstanding
against this budget.

INQUIRING ON A DEPARTMENT’S EXPENDITURES

To inquire on a specific department’s expenditures, pre-encumbrances and encumbrances for a specific
Business Unit / Dept/Account / Class-Funding / and Budget Reference, use the following search criteria:

Budget Details

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
[ Find an Existing Value |

Use Saved Search: b

Business Unit; = v fr1o00 =y
Ledger Group: = v ORG =]
Account: begins with + ||621350 Ql
Department: begins with » 1000 ﬂ
Operating Unit: hegins with v |[110 =Y
Product: hegins with =]
Fund Code: beging with + | 001 =]
Class Field: hegins with =]
Program Code: beging with g
Budget Reference: begins with g
Affiliate: hegins with =]

Press _lSearch .

The Budget Details page will show the budget activities for that specific department.
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BUDGET DETAILS PAGE

Budget Details

Account
F21350

Business Unit Ledger Group
11000 ORG

Oper Unit Fund Code Department

Ledger Amounts

Budget:

Expense:
Encumbrance:
Pre-Encumbrance:

Associated Revenue:

0.004 usD

Available Budget

Without Tolerance: 0o0E USD Percent: (0%) & Forecasts
With Tolerance: 0o0E USD Percent: [uES) =l

Butdget Exceptions k
Exception Errors: 0 ExceptionWarnings: 1] Budget Exceptions

Q) Retun to Search | [ Motify

Budget Period
2003m20

Max Rows

Attributes

Parents Childre

sssociated Budgets \

100

E

Press the related links button

asks what log you want to drill down to. Select the Drill to Activity Log.

Flease select one of the following links:

Drill to Ledoer
Dirill 10 Activity Lo

Zancel |

ACTIVITY LOG PAGE — BUDGET CHARTFIELDS TAB

next to the Encumbrance. You will be transferred to a sub-page that

Bctivity Log

Ledger: CORG_EMNC

( omize | Find

J( Budget Chartfields ' Line &mount | [F==¥

First (4] 1.4 or 4 [F] Last

Operating Department Fund Code

Tran D Tran Date Tran Line % 2 Account Unit 1}
@ 0000000586 02/25/2003 2N 621350 110 1000 001
@ 0000000586 02/25/2003 3N 621350 110 1000 001
@ 0000000595 02/25/2003 2N 621350 110 1000 001
& 0000000595 02/25/2003 N 521350 110 1000 0o

This page provides the Trans IDs and Trans Dates for all of the encumbrances for this particular

Chartfield string. Click on the Line Amount tab.
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ACTIVITY LOG PAGE — LINE AMOUNT TAB

Activity Log

Ledger: QRG_EMNC

Budget Chartfislds Line Amount =M

nize | Find | View Al | 88 First [ 1.8 0t 4 [F] Last

Tran ID Tran Date Tran Line %_m_? Budget Period Year Period Foreign Amount % _
@, 0000000586 02/25/2003 2N 2003mz20 2003 8 120.00 USD 120.00 USD
@, 0000000586 0242572003 I 2003m20 2003 2 12000 USD 120.00 UsSD
@, 0000000595 024252003 M 2003mM20 2003 8 UsD UsD
@, 0000000595 02/25/2003 3N 2003mz0 2003 3 UsD UsD

Ok

This page shows the amounts for each transaction in this particular Chartfield string.

You can drill down to the Activity Log for a specific transaction (PO) by pressing the @, next to the Tran
ID.

CORRECTING BUDGET CHECKING ERRORS

This section will show the steps to take to review and correct budget checking errors online.

Navigation: Purchasing > Purchase Orders > Maintain Purchase Orders > Find an Existing Value

PO FORrRM PAGE

When an error has occurred during budget checking, a Budget Status of “Error” will appear on the PO
Form page.

PO Form Schedule
unit: 11000 PO: 0000000021 PoDater p225003 1] A X T R
Vendor: *ID: = Lookup Details “Buyer: iglery,Renee E
PO Status: Dispatched Receipt: Partial Budget Status: Error Doc Tol Sta 1102 0f2
C First (4] 1202 [M] Last
Sel Line ltem Description PO Oty “UOM Category Amount Curr Status
1 OFFICE CHAIR B 20000 EA  [00521 (@) 240.00 USD Actie .| = |
0o oz BOOK CASE B 20000/EA 00521 (@) 100.00 USD Active k.| =]
Merchandise: 340.00  Adj Amt: 00050 Total Amount: 340.00 USD Backorder Status: Mone
*Goto: Header Details Defaults ltem Search Hesader Comments Line Detaile  Requisitions k
Copy From Kit Cataloi Line Comments . Mare . v
B save) (QRetunto Search) (4 NextinList] (+Z Previous inList ) (ENotify ) [ 2 Retresh Ebadd

Click on the Error link. It opens up the Purchase Order Exceptions page.

Alternatively, you can navigate to the PO Exceptions page using the following path:
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Navigation: Commitment Control > Review Budget Check Exceptions > Purchase Order > Find an
Existing Value

PURCHASE ORDER EXCEPTIONS PAGE

Purchase Order Exceptions Y Line Exceptions

Business Unit: 11000 Purchase Order: 0000000021 5
*Exception Type: Errar N Override Transaction (1] B E %
Maximum Rows: 100 More Budgets Exist Advanced Budget Criteria

Budgets with Exceptions Cus , il | B8 First [ 1oe1 [ Last

{ Budget Override ' Budget Chartfields =k

Business Ledyer  Override . ..

Unit Group Budget
1@ 11000 APP_LM GoTo.. &

ﬁ Save QReturn to Search ENmiﬁr

Furchase Order Exceptions | Line Exceptions

Business Unit — Displays the PO business unit.
Purchase Order — Displays the PO ID.

Exception Type - The budget checking status of the transaction. It will be either:
Error — Severe violations of budget rules that will not allow a transaction to pass budget check.
Warning — Minor errors that do not exceed budget rules, and will pass if checked again.

Override Transaction - Enables the entire transaction to update the control budget, even if error
exceptions exist. This box is only available for users with the appropriate security access. In addition, not
all failures are eligible for override. This option is not available if the transaction passed budget checking
with only warning exceptions, as warnings are automatically overridden.

Maximum Rows - The maximum number of rows that may be displayed in the scroll area.

More Budgets Exist - If selected, the transaction has more exceptions than the number entered in the
Maximum Rows field.
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o . Tran Override Available Info — Click the button to determine why you can't override the entire
transaction. The information displayed is determined based on your location.

Microsoft Internet Explorer x|

& The Transaction Override CheckBox is unavailable because | (18021,1062)

The checkbox for Transaction Override can be unavailable due to the Following.

1. The Source Transaction's Budget Header Status is “alid Budget Check! and there is no need For override.

2. The user has insufficient security to perform a Transaction Cwerride, Transaction level Override is only accessible
to security ‘Super Users,'

3. The Source Transaction Tvpe does not allow overrides, See the Source Transaction Definition under 'Setup’.

4, One or more of the transaction lines contain a non-overridable exception,

= The Budget Check button runs the Budget Processor again if the PO was changed.

@ - The Budget Check Details button opens the Commitment Control page, where you can see the
Budget Checking Process Status and the Budget Checking Header Status for the PO.

Commitment Control

Commitment Control Details

Commitment Control Tran ID: 000on0o7az
Commitrment Control Tran Date: 02/04/2003
Budget Checking Process Status:  Errors Exist
Budget Chk'g Process Instance: 1660

Source Transaction Type: Purchase Order
Commitment Control Amount Type:  Encumbrance

Budget Checking Header Status: Errar

% - Click the Fetch Selection button on the Purchase Order Exceptions page to refresh the Budgets
with Exceptions scroll area. Select on line exception pages to refresh the Transaction Lines with Budget
Exceptions scroll area.

®, - Accesses detail pages, where you can view the reasons for the exceptions.

- The View Related Links button will open a page with the following options:

Flease select one of the following links:

Goto Source Entry
Goto Source Inguiry

Cancel |

Go to Source Entry — This will open the PO component so that changes can be made to the PO.
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Go to Source Inquiry - This will open the PO Inquiry component to view the PO only.
Advanced Budget Criteria - Accesses the Budget Exceptions - Refine Inquiry Criteria page, where you
can restrict rows to specific business units, ledger groups, and accounts. Leave these fields blank to
return all values.

Refine Inquiry Criteria

Budget Criteria

Business Unit: l_ =Y
Ledger Group: l— 4l
Account: l— Q)
*Exception Type: lm
Maximum Rows: W

Click on "0k to enahle the filter or "Cancel” the changes.
Ok Cancel |

Click il to return to the PO Exceptions page.

To view budget checking errors or warning messages for the PO, click on the View Exceptions Detall

®

button on the PO Exceptions page. You will be transferred to the Exceptions Detail page.

EXCEPTION DETAILS PAGE

Exception Details

Buidget Type: Appropriation Line Budget

Transaction Type: Furchase Crder

Exception Type: Errar

Business Unit Purchase Order
11000 oooooooot

Budget Exception Details and the Transaction Lines

Exception Line Schedule DistributionLine Type Date Timestamp
Mo Budget Exists 2 1 1 DST 0262572003 11:01:53.1 230004M

s

Exception — Displays the budget exception reason. In the example above, the reason for the failure is
that “No budget exists” for the distribution used on the transaction.

Click L to return to the PO Exceptions page.
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Purchase Order Exceptions - Budget Override Tab

[ Purchase Order Exceptions _Line Exceptions

Business Unit: 11000 Purchase Order; 0000000021 &
*Exception Type: Error hd Override Transaction (1] B B %
Maximum Rows: 100 More Budgets Exist Advanced Budnet Criteria

Budgets with Exceptions Customize | Find | A1 | E First (4] 10 1 [ Last

Budget Override Budoet Chartfields =

Business Ledger Owerride

Unit Group Budget 1ansfer
1 @ 11000 AFPF_LM GoTo E|
E Sawe QReturn to Search) ElNotify ) [\

Business Unit — Displays the voucher business unit.

Ledger Group — Displays Commitment Control ledger group for the transaction header exception or
transaction line exception.

Override Budget — This check box is only available if you have the authority to override the budget AND
the particular error allows the budget to be overridden.

Purchase Order Exceptions - Budget ChartFields Tab

The Budget ChartFields tab displays the ChartField values for the budgets with exceptions.
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Purchase Order Exceptions \'. Line Exceptions

Business Unit: 11000 Purchase Order: 0000000021 &

*Exception Type: | EMMOr o Override Transaction (i ] = E %
Maximum Rows: 100 More Budgets Exist Advanced Budget Criteria
Budgets with Exceptions 70§ Find | # First (0 1001 [ Lact

Budget Crverride | Budget Chartfields Y =4
Business Ledger Account Q@g—aa_ss/ﬁmget

Unit Group Unit Period
1@, 11000 APP_LN 110 11230 2003L2

ﬁ Sawve QReturn to Sealch:] E'Notify )

LINE EXCEPTIONS PAGE

The Lines Exceptions page displays details for the PO lines with budget exceptions.

Purchase Order Exceptions | Line Exceptions

Business Unit: 11000 Purchase Order: 0000000021 &

*Line Status: Errar v Onerride Transaction 0 E @ %
Maximurm Rows: 100 More Lines Exist

Line From: ﬂ Line Thru: ﬂ

Transaction Lines with Budget

{ Line Values i Line

First (4 1 of 1 [ Last

Line E::;"M Schedule Type Buduet Date GL Business Unit
&, 21 1 DST 0242512003 11000

E Save QReturn to Search] E|Notify )

Line Status — Displays the budget checking status of the transaction line.

Line From/Line Thru - To view a range of lines, enter the PO line numbers in these fields. The prompt
list shows only PO lines with exceptions.
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More Lines Exist - If selected, the transaction has more transaction line exceptions than the number
entered in the Maximum Rows field.

Line Exceptions -Line Values Tab

Line — Displays the PO line number in error.

Distribution Line — Displays the PO distribution line number in error.
Schedule — Displays the PO Schedule number in error.

Budget Date - Displays the budget date of the transaction line.

GL Business Unit — Displays the GL Business Unit.
Line Exceptions - Line ChartFields Tab

The Line ChartFields displays the ChartField values for the PO lines with exceptions. From the example
below, you can see that the Fund Type and Department are missing on the transaction’s distribution
ChartFields for Line 1, Schedule 1, Distribution 1.

Purchase Order Exceptions | Line Exceptions

Business Unit: 11000 Purchase Order: 0000000021 &

*Line Status: Errar N Override Transaction i BUERE= Y
Maximum Rows: 100 More Lines Exist

Line From: ﬂ Line Thru: g

Transaction Lines with Budget

U 1B First [ 1or1 (] Last

xceptions
Line “%alues | Line Chartfields i Line Amount
Line M Account Qm Dept Fund Code Class Program Code
Line Unit
@, 21 621185 110 5200 oot 11230

ﬁ Save QRetum to Search E'Notify

Line Exceptions - Line Amount Tab

The Line Amount displays the monetary amount for the PO lines with exceptions.
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Purchase Order Exzeptions | Line Exceptions

Business Unit: 11000 Purchase Order: 0000000021 &

*Line Status: Errar v Override Transaction 0= HD
Mazimum Rows: 100 More Lines Exist

Line From: ﬂ Line Thru: ﬂ

Transaction Lines with Budget

Line “alues Line Chartfields | Line Amount

| irst [0 10 1 D] Last

Line E;ﬁg'w Foreign Amount _ Monetary Amount _ Quantity
&, 21 100.00 USD 100.00 USD  2.0000

ﬁ Save QRetum to Search) E'Notify )

Once the error reason has been determined, go back to the PO, correct the Distribution ChartFields that
are in error, and press M The budget checking status will change back to Not Checked. Press the
= to re-budget check the PO. The budget checking status should change to Valid on the PO Form
page.

PO Form Schedule
Unit: 11000 PO: 0000000021 PO Date: 02252003 [l 7 A X
Vendor: e i Walery,Renee E
1102 0f2
mize | Find | H First [ 120r2 [P Last
Sel Line ltern Description PO Oty *UOM Category Amount Curr Status
1 OFFICE CHAIR B 20000 A |oos21 [@) 24000 USD Actve k| —|
o oz BOOK CASE B 20000 B4 |00521 (@) 100,00 USD Active k.| = |
Merchandise: 34000 Adj Amt: 0005 Total Amount: 340.00 USD Backorder Status: None
*Goto: Header Details Defaults ltern Search Headar Comments Line Details  Requisitions
Copy From Kit Catalog Line Comments - More .. b
B ssve)  (CiRetur ta Search ] ([ENotify ) (£ Refresh | Ekadd
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PURCHASE ORDER STATUS CODES

The chart below shows some of the status codes that can appear on the PO pages. These status codes
indicate where the PO is in its life cycle and what the results of a process were.

PO STATUS BUDGET STATUS | DOCUMENT RECEIPT MATCH STATUS -
TOLERANCE STATUS HEADER

Initial Not checked Not checked Not Received None

Open Valid Valid Partial To Match

Pend Appr Error Error Received Partially

Approved Matched

Dispatched Override

Canceled

Complete

PO STATUS

A typical PO will not go through each PO status value in the course of its life. POs built from Requisitions
begin with a status of Pending Appr. POs built from an RFQ begin with a status of Open. Direct POs
begin with a status of Initial before saving and a status of Pending Appr when saved. The normal
sequence of statuses of a PO is Pending Appr, Approved, Dispatched and Complete in that order. A
Canceled status occurs if the PO is canceled via PO Workbench or by clicking on the Cancel icon X on
the PO Form page. The next time the PO Close process (PO_PORECON) is run, canceled PO’s are
changed to a status of Complete. The processes to move a PO to each of the PO statuses above are
described elsewhere in the training documentation.

BUDGET STATUS

The budget status of a PO begins as Not Checked. Once the PO is saved and the budget checking
process is run, the status will change to either Valid or Error.

DOCUMENT TOLERANCE STATUS

PO document tolerances are the allowable dollar amounts or percentages that a PO (encumbrance) can
exceed a requisition (pre-encumbrance) before a document tolerance exception is generated. The
document tolerance status of a PO begins as Not Checked. When a PO is budget checked the process
first checks the document tolerance before it budget checks. Once the PO budget checking process is
completed, the document tolerance status will change to either Valid or Error.

RECEIPT STATUS

Every PO begins with a status of Not Received. Once the PO has been received in full or partially the
Receipt Status changes to Partial. Once the PO Close process (PO_PORECON) is run, the receipt status
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will change to Received if the total received quantity is greater than or equal to the PO order quantity or
the PO or Voucher have been finalized.

MATCH STATUS

Match status defines the relationship of a PO to corresponding AP vouchers. When a PO is created, its
initial status is either None, if no matching is required, or To Match, if matching is required. Successful
matching of vouchers and/or receivers for part of the PO amount will result in a PO match status of
Partially. Once a PO is fully vouchered and received and successfully matched, the status changes to
Matched. If matching fails, but AP elects to override the failure and process the voucher, the PO will have
a status of Override. These status values apply to the PO header.

PO line schedules will have an initial status of Unmatched, as shown on the Schedule Details page. If
partially received and vouchered, the schedule match status becomes Partially. Upon full vouchering and
successful matching, the match status becomes Matched, or Override if matching failed but was
overridden by Accounts Payable.
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CREATING A PO FROM A REQUISITION

REQUISITION OVERVIEW

The Requisition will pre-encumber (reserve) the funds needed from a budget to satisfy the Requisition.

Each Requisition is comprised of the following Levels:

e Header — Information about the entire Requisition. There is only one Header per Requisition.

e Lines — Information about the items being purchased. A Requisition should have a separate Line
for each different item requested.

e Schedules — Every Line has one or more Schedule. Multiple Schedules are needed only if there
is more than one Due Date or Ship To location required.

e Distributions — Every Schedule has one or more Distributions. Distributions determine which
ChartField values the scheduled amount will be charged against within the organization. Multiple
Distributions are needed only if an item should be charged against more than one ChartField
string. Distribution information is internal and therefore not dispatched to vendors on the PO.

An example of some of the different relationships possible between the various Levels:

A= —— ] ]

N S

[Schedule | ——»

Requisitions can be copied to a PO in several ways:

e One or more requisitions may be selected and sourced to & one or more POs using the
Requisition Selection and Staging pages, and running the PO Calculation and PO Creation
processes.

e A PO can be created by copying directly from a Requisition.

e Requisitions can be processed to an RFQ and then the PO is created from the RFQ process.

¢ Requisitions can be processed to an RFQ, then a Contract, and finally the PO is created and
released against the contract.

Purchasing — Purchasing Administration Page 60 of 126
MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.



CONUEC

MAXIMUS
B State of North Dakota

A Purchase Order (PO) is a commitment to buy goods or services from a vendor. When a PO is built from
a Requisition, most of the data required is copied from the Requisition.

See the Creating a Direct PO section in this manual for creating a Purchase Order without a Requisition.
The main steps in creating a PO from one or more requisitions are:

Select the requisition(s) to source to the PO.
Run the PO Calculations process.

Run the PO Creation process.

Verify the PO information.

Budget Check the PO.

Approve the PO.

Dispatch the PO.

STEP 1 - REQUISITION SELECTION

Building a PO from a Requisition starts with copying the Requisition to the PO Staging tables in
preparation for sourcing to a PO. This process is called Requisition Selection. From the time the
Requisition is on the PO Staging table until it is built into a PO, the Requisition is unavailable for viewing.

Follow the navigation below to select a Requisition for sourcing.
Navigation. Purchasing > Purchase Orders > Build/Source POs — Requisition Selection

Select the criteria

Reguisition Selection

Business Unit; I— =Y

Buyer: I— oY}
vendor ID: I— oY}
Category: Y
Requisition ID; Ii eY]

¥ Include Reqs With No Vendor

Contract ID: | =y
origin: I [eY]
¥ Include Inventory tems [ Stockless ltem

™ Exclude Auto Source ltem  Max Rows: I a0

Ok Cancel I

This page allows the buyer to select the requisitions that they want to source based on various criteria. If
more than one requisition is sourced at a time, the system may try to consolidate the requisitions into a
Ok |

single PO. Once the criteria are entered on the page, click to view the requisition data.
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NOTE: When copying requisitions with many schedules, change the Max Rows from 50 to a
number large enough to encompass the requisition.

The system will automatically display the PO Sourcing page.

PO SOURCING PAGE

[ Sourcing |
[ anlLines From Reqg Define PO Check Item Available M markal =) Unmarkall

*PO kmynd: | Mo Edit Required v 1108 of 8

Requisition Selection Custornize | Find | view &l | 88 First (4 1702 I Last

{W\l‘ Requizitions Change Yendar [=H

e  Vendor  ShortName Loc POUOM POOty Kem Description Reqp e Lot
[ [noooonoont (& [iEm-na1 Q) [oEFat@l[ea @) 10000 H Chair ononoonnd? 1N
O Q| Q Qllea Q| a.0000] & Valertine Candy 0000000034 1 |N
O | Q| Q| alfea @[ so000 & valentines oooooooo3z 1M
O Q) Q) QJles  |QJ| 10000 B Test 0000000031 1M
O | Q| Q| alfea @[ 40000 F testing stuff- Wednesday 0000000030 1 [N

Before an item is selected for PO sourcing, the Vendor ID or Vendor Short Name must be filled in.
The Vendor, Unit of Measure and the PO Qty are available to change on this page, if necessary. In order
to change the UOM, a conversion rate must exist between the new UOM and the old UOM.

All Lines from Req - v if you want to copy all lines from the requisition to the PO.

Define PO - v to ensure that the new PO consists of the lines selected in this instance. If selected, the
information you view on the Requisition Selection - Sourcing page is exactly what will be on the PO and
each requisition line you source will be on its own PO line, even if others exist for the same item.

Mark all requisitions - This will select all requisitions that have the selected vendor assigned.

Unmark all requisitions - This will deselect all the requisition lines, which have been marked for staging
on this page.

Select Requisitions will return you to the selection criteria page where you can select additional
requisitions for staging.
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{ Sourcing

] anLines From Req Define PO

Check tem Available

¥ Markcal & Unmarkall

*PO ltm Vnd: Mo Edit Required v 1t08 08

Requisition Selection Custo

[ Sourcing Y Reguisiions | Changs wendor | [F5

Inc Vendor ShortMame Loc POUOM POOty Hem Description Req ID ;iﬂ %&
0000000001 IBM-001 DEFAULT EA 1.0000 5 Chair 0000000047 1 N
O =Y =Y Gl es  |QJ| sooo0 B Yalentine Candy 0000000034 1[N
| =Y all Qlfer Q[ so000 B valentines 0000000032 1[N
O QJ =Y Qles  |QJ| 10000 B Test 0000000031 1M

Check v'the requisitions that you want to stage.

After selecting the requisitions you wish to stage, Staging Information takes you to the staging page. On
the staging page, you can review and edit information about the requisition before building the
requisitions into a purchase order. Information you can change includes:

e Buyer

e Shipping Information

e PO Quantity

e Location

Distribution Line — change the ChartField distribution

STAGING PAGE

Staging
First [0 1 o 1
Unit:  vCEU1 vendor: 0000000001 1BM-001 Loc: DEFAULT [ user assign D
'poDate: 022772003 ] puyer; |Iromuld Ql Romuld Linda L. PO: origin: %05 |QJ
Line i Schedule First (4 4.0t 4
Line: 1 Sched: 1 ftem ID: ﬂ Due Date: @ Time Due:
Req Oty: 1.0000 EA  Price: 21.00000 Freight Trm: FOB DEST|Q) o o
Amount: .00 USD shipvia:  |COMMON |Q)  comman
Distribute by: | = ¥ Ship To: MCFARLANQ!  wcrariang
e
&
Line PO Gty Amount Percent Location *GL Unit Entry Evert  “Account Oper Unit  Fund Dept Program  Class
1.0000 21.00 100.0000 [vcEU wesut | 524001 alf 19020 QR |2180 Q@ Q@ Q@
Receivingldnspect Information Show Description
Sourcing Header Details N

User Assigned ID — Check v if you want the requisition to be sourced to an existing PO that has not

been dispatched. Once the box is checked, the PO field is un-grayed. Lookup Ql the existing PO
number.

Information on the Staging page will be copied to the purchase order. If you make changes to the page,
save it B save] before returning to the Sourcing page.
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Press & save) on the Sourcing page to save the selected requisitions before proceeding to PO
Calculations.

STEP 2 - PO CALCULATIONS

Once a Requisition has been placed on the PO Staging table through Requisition Selection, PO
Calculations is the process that actually determines how that information will be copied from the
Requisition onto a new PO.

If you choose not to run the process at this time, the Requisitions previously selected will remain in the
staging tables until you run the PO Calculations process. When you are ready to continue the PO

creation process, follow the navigation below.

Navigation: Purchasing > Purchase Orders > Build/Source POs > PO Calculations

PG Calculations
Enter any information you have and click Search. Leave fields hlank far a list of all values.

Find an Existing Value Add a Mew Walue

Run Control ID: | heding with j |PO_CALC

[" Case Sensitive

Search | Clear | Basic Search [§) Save Search Criteria

Enter a valid Run Control ID in the dialogue box above or select from a list by leaving the field blank and

clicking ﬂl. Click =220 | after populating the Run Control ID field to access the Run Controls
page below.

If using the process for the first time, users must create their own run controls by selecting “Add a New
Value” instead of “Find an Existing Value”. Type in a name for the Run Control ID, such as PO_CALC

for PO Calculations. Click Add

After selecting an existing or creating a new Run Control ID, you will be transferred to the Run Controls
page.
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RUN CONTROLS PAGE
{ Run Controls Y Select Criteria

Run Control ID:  PO_CALC Report Manager Process Monior U0
Buyer: Irarmuld Q) Romuld,Linda L.
“Consolidation Method: (e
Lead Time Factor %: Ship to Priority Factor %:
Price Factor %: ‘Yendor Priority Factor %:
Origin: ONL| Q)
Purchase Order Date: B4

Purchase Order Reference:
Pre-Approve Vendor
Build PO’s as Approved

B s=ve) (CLRetumn to Search) (45 NextinList] [ENotify Ekadd

Run Controls | Select Criteria

Buyer — Required field. This is the buyer that will be assigned to a PO if the buyer cannot be determined
(e.g., the buyer was not specified on the requisition or multiple requisitions with different buyers are being
consolidated using the “V” method).

Origin — Optional field. May default in from the buyer.

PO Date — If this field is left blank, the PO date will be the current date.

PO Reference — Optional field. This will print on the PO Reference field on the PO. At the State of North
Dakota, this will typically be left blank.

Pre-approve Vendor — Make sure that you check v this field.
Build PO As Approved — DO NOT CHECK

Click on the Select Criteria Tab to set parameters for the Calculation process.
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SELECT CRITERIA PAGE

Run Caontrals | Select Criteria
Run Control ID:  PO_CALC Report Manager Process Monitor R
Process Instance:
Business Unit: vCaUt Q) To Business Unit: vCSU1 Q)
System Source: Q@
PO Process that built row: Q@
Buyer: aQ
ftem SetiD: HIEDT |G  temD: @l
Category: ﬂ
Basic Flexible Spilit
Cumulative Accumulate Level: R ﬂ Run
B save) [CQlRetumnto Search | [4EMextinList ) Elatify Ekadd
Bun Controls | Select Criteria

Business Unit — Defaults from the Buyer.
To Business Unit — Use when entering a range of Business Units.
Item SetID — Defaults to STATE.

Sourcing Method — DO NOT CHANGE

After your selection has been made click M You will be transferred to the Process Scheduler

Request page.

PROCESS SCHEDULER REQUEST PAGE

Process Scheduler Request

User ID: SRUPF Run Control ID: PO_CALC

Server Name: ¥ Run Date: 02/27/2003 El

Resetto Current DatedTime |

Recurrence: * | Run Time: Q:21:41 AM
Time Zone: ﬂ

Process Type *Type *Format
Application Engine Wigh W | | THT v

Select Description
PO Calculations

Process Name
PO_POCALC

Ok | Cancel|

Server Name — PSNT
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Verify that the Server Name = PSUNX and that “PO Calculations” is selected v'.

Click L to run the PO Calculations process. You will be transferred back to the Run Controls
page.

Press the Process Monitor link to review the progress of the PO Calculations process. When the Run
Status on the Process Monitor page says Success, proceed to Step 3 below.

STEP 3 - PO CREATION

The final step in the creating a PO from the requisition selection process is PO Creation. This step takes
the information generated in the PO Calculation process and creates POs.

Navigation. Purchasing > Purchase Orders > Build/Source POs > PO Creation

Create Purchase Orders
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Yalue Add a Mew Value

Run Control ID:| begins with j |FO_CREATE

[ case Sensitive

Search | Clear |w [ Save Search Criteria

Enter a valid Run Control ID in the dialogue box above or select from a list by leaving the field blank and

clicking ﬂl. Click ﬂl after populating the Run Control ID field to access the Create PO
page below.

If using the process for the first time, users must create their own run controls by selecting “Add a New
Value” instead of “Find an Existing Value”. Type in a name for the Run Control ID, such as

PO_CREATE for PO Creation. Click =44

After selecting an existing or creating a new Run Control ID, you will be transferred to the Create PO
page.
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CREATE PO PAGE
{ Create PO

Run ControlID:  FO_CREATE Eepor Manager Process Monitor R

Process Instance: %
Business Unit: wC3SU1|Q]  Business Unit To: (vCSUT|Q)

Buyer: g Romuld Linda L.

Calculate PO Line Humbers
] Hold From Further Processing
Allow Dispatch When Appr

B save] [ QRetum to Search | [EHotity Ekadd

To limit the PO create process, select:

Business Unit — Specify the Business Unit or range of Business Units.

Buyer — The Buyer MUST be the same as the Buyer on the Requisition, if this field is used.
Calculate PO Line Numbers -Check v/

Allow Dispatch When Appr - Check v/

Click M You will be transferred to the Process Scheduler Request page.

PROCESS SCHEDULER REQUEST PAGE

Process Scheduler Request
User ID: SRUPF Run Control ID: PO_CREATE
Server Name: ¥ | Run Date: 02i27i2003 El
Recurrence: * | Run Time: 10:19:53AM Resetto Current DateiTime |
Time Zone: g
Select Description Process Name Process Type Tyne *Format
Create Purchase Orders FO_POCREATE Application Engine Wieh W || THT w
Ok | Cancel | %
Server Name — PSNT
Purchasing — Purchasing Administration Page 68 of 126

MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.



MAXIMUS

CONUEC
N

B State of North Dakota

Verify that the Server Name = PSNT and that “Create Purchase Orders” is selected v'.
Click L to run the PO Create process. You will be transferred back to the Create PO page.

Press the Process Monitor link to review the progress of the PO Create process. When the Run Status
on the Process Monitor page says Success, proceed to Step 4 below.

STEP 4 — VERIFY THE PO INFORMATION

Once the requisition has been selected and processed through the PO Calculation and PO Creation

processes, the PO is available in Purchasing for processing. The PO will be created with a status of
Pending Approval.

Navigation: Purchasing > Purchase Orders > Maintain POs

Purchase Order
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Walue Add a Mew Value

Business Unit: = v WCEU Q)
Purchase Order: hedgins with

Purchase Order Date: = v (1]

PO Status: = v

Short Yendor Name: hegins with ﬂ
endor ID: beging with QJ

Hame 1: hedins with w

Buyer: hedgins with Q)

PO Type: = L -

Purchase Order Reference: | hegins with

[ case Sensitive

Search | Clear | Basic Search [ Save Search Critetia

Find an Existing Yalue | Add a Mew Yalue

Select “Find an Existing Value”.
Enter your selection criteria. To narrow down the search, enter:

Business Unit — Enter the Business Unit of the requisitions that you are sourcing.

PO Status — Pending Approval/Approved
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Short Vendor Name / Vendor ID / Name 1 — Enter one of the three.

Buyer — Enter the buyer that is on the Requisition.

Press _lSearch :

| Find an Existing Value "\ Add a New Value

Business Unit: = v YCSUT ey
Purchase Order: begins with «

Purchase Order Date: = v [z

PO Status: = | | Pending Appravaliapproved v
Short Vendor Name: hegins with v =y

vendor ID: hegins with » Q)

Name 1: begins with «

Buyer: hegins with v lromuld ey

PO Type: = v 3

Purchase Order Reference:| heging with

[case Sensitive

Search Clear | Basit Search [g) Save Search Criteria

Search Results

12072
PO Type Purchase Order Reference
Irarnuld General Online Src From Req 0000000047

WCBU1 0000000085 0227/2003 Pend Appr [BM-001 0000000001 18K

Click on the PO that you want to process. You will be transferred to the PO Form page.

PO FOrRM PAGE

PO Form Schedule
unit: veau PO:  00000DBDES PO Date:|02/27/2003 ) X0=ER
vendor: | IBM-001 @) ap; |00000DOD0T (G BT Lookup Details *Buyer: [lroruld a Romuld Linda L.

PO Status: Pend Appr  Receipt: Mot Recvd  Budget Status: Not Chk'd

1101 0f1

Doc Tol Status: Mot Chk'd
) First (40 161 [ Lact

ize | Find |
o]

Amount Curr Status

k_

Sel Line tem Description PO Oty Category
1 & [chair B [ 10000 [Ea @lfoFFicEl@l 21.00 USD Active  ha] = |
Merchandise: 21.00  Adj Amt: 0.0050  Total Amount: 21.00 USD Backorder Status: MNong
*Goto: Header Details Defaults ltern Search Header Camments Line Details Requistions
Copy From Kit Catalog Line Comments ... Mare . -

B save] [ClRetun to Search ] |45 Nextin List [EINotity ) (¢ Refrash

Eadd

The initial statuses of the PO after the PO Create process has been run are:

PO Status — Pend Appr
Receipt — Not Recvd

Budget Status — Not Chk'd
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Document Tol Status — Not Chk’d
For orders that must be sole sourced, make sure that the SSrc checkbox is checked and the SS Type is

entered. These fields should have come over from the requisition.
Review the PO Form, Header Details, Line Details, Schedule and Distributions. All of the information

from the requisition should be contained in the PO. The buyers can modify the PO as required based on
their agency’s rules. The PO Reference on Header Details page will be the Requisition ID.

PO HEADER DETAILS PAGE

PO Header Details

Unit: WS PO: 0000a0008s

Vendor: 1B M-001 PO Date: 02/27i2003 Budget Status:  hot Chik)

PO Type: GEM ﬂ PO Ref: Qnline Src From Reg 0 oooo4y

*Billing Location: VCSU g Billing Addre ssOrigin: WS g WiZELM

[ TaxExempt  ID: Letter of Credit ID: QJ

Currency Code: Exchange Rate Detail
Rate Date: 021272003 Exchange Rate:  1.00000000
Rate Type: CRREMNT Base Currency:  USD

[ Hold From Further Processing

Dispatch *Method: Print - Acctg Date: |02/2752003 @
Accounting Template: STAMDARD g
Ok | Cancel | Refresh

Click LI to return to the PO Form page.
Click on the Line Details link. Verify the information.

Click the Requisitions link at the bottom of the page to view the Requisition information.

Regquisitien Details -- IBEM-001

Business Unit: OS5 Purchase Order: 0000000035
Custormize | Find | View Al 8 First [ 101 [0 Last
f iition Detaile ' Reguestor Details =h
. . Request Req Reaq Reqg .
Line Sched Dist BU Reqg ID Line Sched Distr PO Oty Amount Reg Amount Req Gty Final
1 1 1WCSU1T  oonnonons7 1 1 1 1.0000 21.000 21.000  1.0000

Click on the Header Comments link. Review the comments copied from the Requisition. Make sure to
uncheck the Send To Vendor box if you do not want the vendor to read any comments listed on the
requisition.
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STEP 5 — BUDGET CHECK THE PO

Once you have verified that the information on the PO is correct, return to the PO Form page and budget
check the PO.

Navigation. Purchasing > Purchase Orders > Maintain Purchase Orders

PO FORM PAGE
[W Schedule

Unit; vesUt PO: 0000000085 *PO Date: 0212712003 |5 XmEiER
Vendor;  JEM-001 Q) qp: 0000000001 Q) T Laokup Cetails *Buyer; _mmuld

PO Status: Approved

Receipt: MotRecvd  Budget Status: valid 101071

First [0 1.0 1 [ Lact
atd

Sel Line em PO Oty

ipti mous
1 Q) [chair B [ 1ooo0 [Ea Ql[oFFicEQ) 21.00 USD Active [ +.] = |

Merchandise: 21.00  AdjAmt: 0,005  Total Amount: 21.00 USD Backorder Status: Mone
“Goto: Header Details Defaults ltern Search Header Comments Line Details Reduisitions
Copy From Kit Catalog Line Comments - Mare .. v
B save] [QlRetun to Search] [ENotity | [ £ Retresh BhAdd

Press the budget check icon = on the PO Form page. Once the Budget Check is successful, make
sure that the Budget Status = Valid and the Document Tolerance Status = Valid.

STEP 6 — APPROVE THE PO AMOUNT

Once the PO has been successfully budget checked, navigate to the following page to approve the PO
amount and activate the appropriate workflow approvals.

Navigation. Purchasing > Purchase Orders > Approve Amounts
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Amount Approval
Enter any inforrmation you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |

Release Number:

Business Unit: = v YOS Q
Purchase Order: hegins with + ||0000000085

SetiD: hedging with g
Contract ID: beging with + =Y

= W

Purchase Order Reference: | hegins with »

[Ocase Sensitive

Search I Clear I Basic Search E Sawve Search Critetia

Enter the Business Unit and Purchase Order. Click __=2arch_|

Note: If you are on the PO Form page after successfully budget checking, navigating to the PO
Approval page from the PO Form page will bypass the search page above and take you directly

to the PO Approval page below.

PO APPROVAL PAGE

Approval Details

Unit:  vwCSU1 PO: oonoonaoas Vendor: 000000000t Origin: VC35

*approval Action: Approve v Approval Status: Initial

Buyer: Romuld,Linda L. PO Date: 027272003

PO Ref: Online Src From Req 0000000047

Merchandise Total Amount: 21.00 USD Merchandise Total Base: 21.00 USD

PO Total Value: 21.00 PO Total Base: 2100

Distributions

Sched

Line Num Line GL Unit Amount Currency Account Oper Unit Fund Dept Program Class
1 1 1%CsU1 21.00 ush 684001 18020 2160

Project

Approval Action — Defaults to Approve.

Approval Status — Before saving, the Approval Status = Initial.
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Press w The status will change to Complete and the PO will enter workflow for supervisor
approval routing.

STEP 7 - DISPATCH THE PO

Once the PO has obtained the necessary workflow approvals, it is ready to be dispatched to the vendor.
Depending on your specific agency rules, POs may be dispatched to print, e-mail or fax.

Navigation. Purchasing > Purchase Orders > Dispatch POs

Dispatch Purchase Orders

Eind an Existing Value | Add a New Value |

Run Control ID:| PO_DISPATCH|
Add

Find an Existing Walue | Add a Mew Value

Enter a valid Run Control ID in the dialogue box above or select from a list by leaving the field blank and

clicking ﬂl. Click ﬂl after populating the Run Control ID field to access the Dispatch
Purchase Orders page below.

If using the process for the first time, users must create their own run controls by selecting “Add a New
Value” instead of “Find an Existing Value”. Type in a name for the Run Control ID, such as

PO_DISPATCH. Click __Add |

You will be transferred to the Dispatch Purchase Orders page.
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DisPATCH PURCHASE ORDERS PAGE

/" Dispatch Purchase Orders '
Run Control ID: PO DISFATCH Report Manager Process Monitor 2N
Language: English ~ | @ specified O Recipient's
Business Unit:  |vCSU1 Q] To: [vCSU1 | Q] Approved Dispatched
PO ID: DDDDDDDDSS g Select Purchase Order
Contract SetD: & Print [ FAX EDX || EMail Phone
Contract ID: Q)
Rel 5
ease ﬂ *Chartfields: Walid Chartfields v
From Date: ]
Change Orders: | Changed and UnChanged Order v
Thru Date: B
[ print Changes Only Print PO tem Description
Vendor ID: Ql [ Test Dispatch [ Print Duplicate
Buyer: =Y Print Copy Number O Copies: 1
Fax Cover Page: 4l [ Print BU Comments SortBy: LineMo.
& save (L Return to Search | ([ Matify ErAdd

Select the criteria you wish to use for dispatching. There are several options available.

NOTE: Each agency will determine it's own rules for dispatching POs. Check with your supervisor
for the appropriate criteria to use. The criteria used in this example are for illustration purposes
only.

Business Unit — Make sure that the correct business unit is entered.

PO ID - Enter a specific PO or leave the field blank to select all POs for the specified Business Unit.

Press B Save),

Run .
Press 4| You will be transferred to the Process Scheduler Request page.

PROCESS SCHEDULER REQUEST PAGE

Process Scheduler Request
User ID: SRUPP Run Control ID: PO_DISPATCH
Server Name: PSNT ~| RunDate: 02f27/2003
Recurrence: ~| Run Time: 10:58:285M Reset to Current DatelTime
Time Zone: Q
Process List
Select Description Process Name Process Twpe Twpe *Format
[] PpoDispatch & Email PODISP PSJob (Money v | | (Nong) v
PO DispatchiPrint POPOOOS SQR Report Weh v | PDF v
[0 Email PO_PO_EMAIL Application Engine Web v | | TXT v
0K | Cancel |
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Server Name - PSUNX

Select v' PO Dispatch & Print. Press LI to return to the Dispatch Purchase Orders page.

Click on the Process Monitor hyperlink to view the progress of the Dispatch process.

PROCESS LIST PAGE

Process List Server List

User ID: |SRUPP Q) Type: « | Last: 1| |Days |+ | Refresh
Server: ~ | Name: ﬂ Instance: to
Run Status: hd

Instance Seq. Process Tvpe Process Name User Run Date/Time Run Status  Details

8B67 SGR Report POPON5 SRUPP 02/27/2003 10:58:28AM PST Queued  Details
8662 ’é’;’;'ii::“”” PO_POCREATE SRUPP 02/27/2002 10:18:58AM PST Success  Details
9660 ’éﬂg';;:“”” PO_POGALG  SRUPP 0227/200310:11:504M PST Success  Details
8658 EE’;':::“”” PO_POCALC  SRUPP 02/27/2003 3:46:51AM PST Mo Success Details
9857 ’éﬂ‘;';;:“”” PO_POGALG  SRUPP 0227/2003 9:34:57AM PST  Success  Details
8648 EE‘;'I'::““” PO_POCALC  SRUPP 02/27/2003 3:21-41AM PST Success  Details

Go hackto Dispateh Purchase Orders

Make sure that the Run Status = Success. If it says Queued or Posting, press ml until the status
changes to Success. If the status = Error, press the Details link. This will transfer you to the Process
Detail page where you can click on the Message Log link to view the error message.

Once the Dispatch process has completed successfully, you can view the PO and print it. To view the PO,
press the Details link on the Process List page shown above. This will transfer you to the Process Detail

page.
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PROCESS DETAIL PAGE

Process Detail

Instance: ARRT Twpe: S0OR Repont

Name: POFO0O0DA Description: PO DispatchiPrint

Run Control ID: PO_DISPATCH © Hold Request

Location: Server Queue Request

Server: —— O cancel Request
O Delete Request

Recurrence: Restart Request

Request Created On: 02/27/2003 10:59:55AM FST Farameters Transfer

Run Anytime After: 022752003 10:58:28AM PST Message Log

Began Process At Batch Timinos

Ended Process At Wiew LogTrace

Ok I Cancel I

Press the View Log/Trace hyperlink.

View LogfTrace

ReportID: 4490 Process Instance: 2667
Name: POPQOOA Process Type: SQR Report

File List

Name File Size es Datetime Created

POPOO0S BEE7.POF 4.3 02/27/2003 11:00:08.670000AM PST
Trace File 128 02/2772003 11:00:08.670000AM PST
Messane Log 1,658 02/27/2003 11:00:08.670000AM PST

Return |

Click on the hyperlink that ends in .PDF (e.g., popo005 1637.PDF) to view the PO document online.

A new window will open up taking you into Acrobat Reader to see the printed dispatched PO. The
following is A SAMPLE DOCUMENT ONLY.
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File Edt Yiew Favorites Tooks Help e
D D % 2) ' ! :
= = IiLl \g‘ o Py ] @ A5 = g Y;;
Stop Refresh Home: Search  Favortes  Media Histary Mail Print Messenger
Address | 42] hitps /win2ktest maximuserp. com: P00 fpsreports NDF T84/4490/POPODNS_8667 PDF v B ks ”
BE® -5 - #SBOBE|44 |4 &R T S - @ DOEOEE =-0R
i
@ =
B
£ Purchase Order
£ . . . . . .
° Valle ﬂCIt% State University Dispatch via Print
Z: 101 SW COLLEGE Purchase Order Date Revision Page
= WVALLEY CITY ND 58072 VCSUL-0000000085 02/27/2003 1
£ United States Payment Terms Freight Terms Ship Via
€ Inmediate FOB Dest, Frt Prepaid  COMMON e
A Vendor: 0000000001 Buyer Phone Currency
Ul 1BM Romuld,Linda L. 701/777-2681 UsD
United States Ship To: MCFARLAND
101 SW College
VALLEY CITY ND 58072
Urited States
Bill Ta: 101 SW COLLEGE
VALLEY CITY ND 58072
United States
Tax Exempt? N Tax Exempt ID: Replenishment Option: Standard
i ine-Sch_Item/Description Mig ID Quantity UOM PO Price Extended Amt_Due Date
1- 1 Chair 1.00EA 21.00 21.00 02/27/2002
Schedule Total 21.00
Contract 1D BID 05-2003 Contract Line 1 Release: §
Item Total 21.00
Total PO Amount

Press the & icon to print a hard copy of the PO.
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CREATING A PO BY COPYING A
REQUISITION

A PO can be also be created by copying directly from a specific Requisition or multiple Requisitions. A
vendor must be specified before you copy the Requisition.

The steps are:

Create a new PO or find an existing PO.
Select the Copy From hyperlink.

Select Requisition(s) to copy.

Complete PO processing.

STEP 1 - CREATEA PO

Navigation: Purchasing > Purchase Orders > Maintain Purchase Orders

NOTE: If you are copying a requisition into an existing PO, use “Find an Existing Value”. If you
are copying into a new PO, use “Add a New Value”. The remaining steps will be the same.

Purchase Order

Find an Existing Yalue 1 Add a Mew Value

Bu%ess Unit: 11000 |G
Purchase Order: |NEXT

Add

Find an Existing Walue | Add a Mew value

Business Unit — Defaults to the User’s Business Unit. Verify that the business unit is correct.

Click “Add” A48 | This will take you to the PO Form page.

Purchasing — Purchasing Administration Page 79 of 126
MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.



MAXIMUS

S

CONUEC
N

State of North Dakota

PO FORrRM PAGE

PO Form Schedule

Uniit: 11000 PO: NEXT *PO Date: [02/25/2003 ||
Vendor: QA Q= Lookup Details “Buyer: al
PO Status: Initial Receipt: Mot Recvd  Budget Status: not Chk'd Doc Ti

First [ 1.0t 1 (] Last

Sel Line ltem Description PO Oty uom Category Amount Curr Status
1 =\ & | =y =y active k] =

Merchandise:

Adj Amt: 00050  Total Amount: USD BacKorder Status: Mone
*Goto: Header Details Defaults ltern Search Header Comments Line Details
Copy From Kit Catalog Line Commeants - More .. v
B save) [Elnotify )4 Refresh

[Eridd ) 2] UpdaterDisplay,

Vendor / ID — Enter the Vendor short name or the Vendor ID or press the Q) to lookup a vendor.

STEP 2 — SELECT THE COPY FROM HYPERLINK

Press the Copy From hyperlink.

Copy Purchase Order
s

*Copy From:

Copy Reguisition to PO, Press 0K to transfer to Requisition ﬂ
SelectWork Page. J

Ok | Cancell Refreshl

Copy From — Select Req

Press M You will be transferred to the Requisition Select page.
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i Requisition Select

™ alLines FromReq 7 Define PO [# Check tem Available

¥ warkcan = Unmark all

*PO tmVng; | Mo Edit Required = Copy To PO | = =

Redquisition Selection

Customize | Find B First (4 1011 [¥] Last
Sourzing Requisitions Change Yendar F==w

Req ID fﬁ Due Date UOM RegOty OtyReqSt % PrcTolUnder Price Tol Under
Reall 5

Select Requisitions Staging Information Previous Page

B save) [EMotity | (£ Refresh [Ekadd | | ] UpdateDisplay

STEP 3 — SELECT THE REQUISITION(S) TO COPY

Press the Select Requisitions hyperlink.

Regquisition Selection

Business Unit:

Buyer: Q)
Vendor ID: Qy
Category: ﬂ
Requisition ID: Q

Include Regs With No Vendor
Contract ID: Q

Origin: Q)
Include Inventory tems

I:‘ Exclude Auto Source ke Max Rows: a0

Ok | Cancell Refreshl

Enter specific criteria or press M to see available requisitions.

NOTE: When copying requisitions with many schedules, change the Max Rows from 50 to a
number large enough to encompass the requisition.
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REQUISITION SELECT PAGE

Requisition Select '

All Lines From Req Define PO

PO Em Wnd:

Requisition Selection

Sourcing Reguisitions

Check ltem Available

Copy To PO

¥ Markall &) Unmarkall

1to2of2

Select Requisitions

& save

Staging Information

[EdNatity ] [§ Retrash

k

Change Yendor [EEEl
Sel POUOM POOty [te Description Req ID ;iﬂ
=28 20000 & OFFICE CHAIRS 0000000025 1
0 ea 1.0000 &

Test distribution 0000000078 1

Erevious Page

B Add ) | 48] UpdatesDisplay |

Select v’ the Requisitions Lines that you want to copy directly into the PO.

Click on Copy To PO . You will be transferred to the PO Form page.

PO FORM PAGE

PO Form Schedule
unit: 11000 PO NET *PO Date: 02/25/2003 |
vendor: | BROWN-001 Q) ap: 0000000006 R 5T | pokup Details “Buyer: al
PO Status: |nitial Receipt: Mot Recvd  Budget Status: Not Chicd Dac Tol Status: Mot Chk'd
Cu @ | Find B First [ 1011 [F] Last
Sel Line Hem Description PO Oty ‘UoM Category Amount Curr Status
1 QJ [oFFICE cHaRS B [ zoo00 [Ea Qf[oosz1 Q) 24000 USD Active .| = |
Merchandise: 24000 AdjAmt: 0005  Total Amount: 24000 USD  Backorder Status: MNone
"Goto: Header Details Defaults ltem Search Header Comments Line Details
Copy From Kit Catalog Line Commments . Whare v
B save) ([EdNotify ) (2 Refresh

PO Status - Initial

Buyer — Enter the Buyer.

%“Add 2] Update/Display

Verify that the line, schedule and distribution information is accurate. Make changes as required.

If you reduce the requisition quantity on the PO, you will get the following message asking if you want to
increase the open quantity of requisition to allow the remaining requested quantity to be available for

sourcing to a PO at a later time.
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Increase requisition open quantity for Req 0000000028 line 1 7 {10200,367)

Wwhen a distribution sources requisitions, you can have the system increase the open quantity by the decreased purchase order distribution quantity.

Yes I Mo |

Press B Save]

Note the PO ID.

POForm | Schedule

Unit: 11000 PO: 0000000026 *PO Date:| 02/25/2003 Rio B
vendor: |[BROWN-001 Q) ap: (0000000008 | Q)T | powup Details "Buyer: |rwalery Q| waleryRenee E.
PO Status: Fend Appr Receipt: Kot Recvd  Budget Status: Kot Chikd Doc Tol Status: ot Chi'd

C & | Find | H First [0 1060 [ Last
Sel Line tem Description PO Gty oM Categony Amount Curr Status
1 QJ [OFFICE CHAIRS B | zoooo [Ea QJoosz1 Q) 24000 USD Active k] — |

i

Merchandise: 240.00  Adj Amt: 0,005  Total Amount: 240.00 USD Backorder Status: Mong
*Goto: Header Details Defaults ltern Search Header Comments Line Details
Copy From Kit Catalog Line Cornments ... Mare .. v
B szve) [EMetiy )4 Refrazh [Ekadd | (] Update/Display

FOForm | Schedule

STEP 4 — COMPLETE PO PROCESSING

Budget Check, Approve and Dispatch the PO — See Steps 5-7 in the Creating a PO From a Requisition
section.
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CANCELING A PURCHASE ORDER

Purchase orders can be cancelled in entirety, using PO Workbench, as well as in part (i.e., lines, and
schedules) using various “Cancel” buttons on the PO itself. See the Change Order section for details
regarding canceling PO lines and schedules.

Only purchase orders that have been budget checked, approved and/or dispatched and which have not
been vouchered can be cancelled using the PO Workbench. Even if the voucher is for a partial receipt of
a single line item, the PO cannot be cancelled using PO Workbench. .

Cancellation of the PO must be done in the following steps to be successful:
Select PO to Cancel in Reconciliation Workbench

Cancel the PO.

Verify the PO Cancellation

Run the PO Close Process

Budget Check the PO

STEP 1 — SELECT THE PO TO CANCEL IN RECONCILIATION
WORKBENCH

To access the PO Workbench, perform the following navigation:

Navigation. Purchasing > Purchase Orders > Reconcile POs >Reconciliation Workbench

Reconciliation WorkBench
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value \_Add a New Value

Business Unit: | = 11000 ﬂ
WorkBench ID:| hegins with  ||PO_WRKBNCH

&

Description: begins with

[[]case Sensitive

Search | | Clear | Basic Search [ Save Search Criteria

Find an Existing Yalue | Add a Mew Yalue

Enter a valid Workbench ID in the dialogue box above or select from a list by leaving the field blank and

clicking ﬂl. Click ﬂl after populating the Workbench ID field to access the Reconciliation

Workbench — Filter Options page below.
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If using the process for the first time, users must create their own Workbench ID by selecting “Add a New
Value” instead of “Find an Existing Value”. Type in a name for the Workbench ID, such as

PO_WRKBNCH. Click L Add |

You will be transferred to the Reconciliation Workbench — Filter Options page.

RECONCILIATION WORKBENCH — FILTER OPTIONS PAGE
Reconciliation WorkBench
Filter Options

Business Unit: 11000 WorkBench ID: PO_WREBRCH
Description: FO Workbench

Enter zearch criteria and click an Search. Leave hlank for all values.
Search Criteria

Purchase Order; 0000000027 | 1o: % nooononnz?| |y
PO Date: El  to
Activity Date: S

Due Date: To:

p 2 EE

Request BU: ﬂ Requisition ID:

Vendor ID: ﬂ

ftem ID: Q

Buyer: ﬂ
Contract SetiD: Q|

Contract ID: Q

Release Humber: ﬂ

This page allows the user to determine which PO(s) will appear on the Workbench page. To access a
single PO, enter the PO number in the PO field. To select a subset of POs, populate one or more of the
other fields in the box. For a list of all PO’s, populate the Business Unit field only. If the Open
Encumbrances field is selected, this allows a search for POs with open encumbrances. Multiple
ChartField criteria may also be entered as search criteria.

Press ﬂl to bring up the Reconciliation Workbench page.
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RECONCILIATION WORKBENCH PAGE — DETAIL TAB

Reconciliation WorkBench
Business Unit: 11000 WorkBench ID: PO_WRKBNCH
*Description: PO Waorkbench
Select POs far Further Processing
List of Purchase Orders Custornize | Find | View Al | Download First [4] 405 1 [¥] Last
{ Detail i Cther [F=H
Doc PO - Match Change Blanket | .
Purchase Order Status Status Hold PO Date Last Activity Vendor ID Buyer Action Order PO Lines
0000000027 [0 Approved N 02/25/2003 022572003 0000000006 ‘é‘ra'en’-Re”ee N Match =
¥ galectall L Clear Al
Action: Approve Unapprove Cancel Close Dispatch Preview
Go To: Setfilter options Process Reguest Options Process Monitor  View Processing Results

2. Document Status - The system will open the PO Document Status page for the Purchase Order.

=l Lines -The system will open the PO Lines pages for the Purchase Order.

—Igpprwe - Changes the status of the selected PO(s) to Approved.

wl - Changes the status of the selected PO(s) to Open.

Cancel o .
—l - Cancels the PO and all of its lines. You cannot cancel POs that have been dispatched.
Canceling a PO does NOT create a change order.

Cl':'il - Closes the selected PO(s) to further processing.

_ Dispateh | Dispatches the selected PO(s), including all the lines on the PO(s). Only POs with
approved statuses and budget checked can be dispatched.

Prev_llew -Previews the selected PO(s)

Set Filter Options - Accesses the Reconciliation Workbench — Filter Options page.

Process Request Options - Accesses the Process Request page to initiate a process request.
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Process Monitor - Accesses the Process Monitor page for viewing the status of POs submitted to
dispatch or preview.

View Processing Results - Accesses the process results page for viewing the results of the actions
performed.

Click on the Other Tab.

REcoONCILIATION WORKBENCH PAGE — OTHER TAB

Reconciliation WorkBench
Business Unit: 11000 WorkBench ID: PO_WRKBMNCH
*Description: PO Waorkbench

Select POs for Further Processing

List of Purchase Orders Custamize | Find | View Al | Download First [4] 101 [P Last
. Document Go To PO
Doc PO Receipt Backorder NP Budget r——— s _
Purchase Order Status Status Hold Status Status Hudggélf&ajus Status Tolerance Activity Edit the PO?
— — — — Status Summary
0ooogooozy 5 Approved N Mot Recvd Mane Walid Walid Walid @ &
¥ selectal L clearan
Action:  PRRrove Unapprove Cancel Close Dispatch Preview

Go To: Setfiller options  Process Reguest Options Process Monitor  Yiew Processing Resulls

@ - Go To Activity Summary - The system opens the Activity Summary inquiry page.

g - Edit the PO - The system opens the Maintain Purchase Order component where you can make
changes to the PO.

STEP 2 — CANCEL THE PO

To select a PO for cancellation, check the box for the PO on the left side of the PO, and then click
Cancel

CAUTION: Once the Cancel button is clicked, the PO is canceled without an opportunity to abort;
also, the Cancel Delay Days feature does not apply to canceling a PO from PO Workbench. If
canceled in error, the PO will have to be created again, though this task can be made easier by
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copying the canceled PO to a new one. It will have a new number and will have to be dispatched

to the vendor with an explanation.

The Processing Results page will appear.

RECONCILIATION WORKBENCH - PROCESSING RESULTS PAGE

Processing Results

Business Unit: 11000 WorkBench ID: PO_WREKBMCH
‘Description: PO wWorkbench
Select POs for Further Processing [] Re-Source Requisition?

Accounting Date for Action: | 02/25/2003 |

Find | ¥iew All | Download 1of 1
PO ID Line Sched Distrib Line

Mot Qualified yiew Al | BE

0000000027 =

¥ selectall  Lciear Al

Proceed:  'es | Mo |ReturntnReconciliatinnWorkBench

The page is split into 2 sections: POs Not Qualified and POs Qualified.

If the PO qualifies for cancellation, click YES

You will be asked one last time if you wish to proceed. Click YES.

Continue to Cancel POs, (10224 ,11)

fes | Mo |

You will be returned to the Reconciliation Workbench.

STEP 3 — VERIFY THE PO CANCELLATION
Verify that the PO Status = Canceled.
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Reconciliation WorkBench

Business Unit: 11000 WorkBench ID: PO_WRKBNCH

*Description: PO wiorkbench

Select POs for Further Processing

List of Purchase Orders Custormize | Find | | Download First [ 1061 [ Last
Detail i Cther ==

Doc PO
Status Status

Match Change Blanket
Action Order PO

Purchase Order

Hold PO Date Last Activity Vendor ID Buyer Lines

Mo Match =

[#] 0000000027 [ Canceled N 02/25/2003  02/25/2003 0000000006 ‘I‘;"E'E’V-RE”EE

¥l geiectan L claaran

Action:  Approve Unapprove Cancel Close Dizpatch Previeww

Go To: Setfiter options Process Request Options Process Manitor — View Processing Results

Press B Save)

Once a PO has been cancelled, you can only view it through the Review PO Information component. It is
not available in the Maintain Purchase Orders component. Canceled POs can be copied into a new PO.

STEP 4 — CLOSE THE CANCELED PO

The PO Recon process changes the status of canceled POs to Complete and they no longer show up in
the list of available POs when you access PO pages in the update/display mode. They still remain
available for viewing in the PO Inquiry pages. By removing these POs, system performance improves and
the time to find POs you need to modify decreases.

See the Reconciling and Closing Purchase Order section for more information on closing POs.

STEP 5 — BUDGET CHECK THE CLOSED PO

Because the PO close process relieves encumbered funds that have not been fully vouchered, it changes
the Budget Status of the PO from Valid to Not Checked. The PO must then be Budget Checked again to
complete the PO cycle. This is to account for any changes to the amount since the PO was dispatched.
Run budget checking using the batch budget check process.

See the Reconciling and Closing Purchase Order section for more information on budget checking
closed POs.
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RECONCILING AND CLOSING PURCHASE
ORDERS

Purchase Orders are reconciled or closed when they are no longer needed. This occurs when the PO has
been canceled, fully received and vouchered, or partially received and vouchered and no additional
receipts are expected. The PO Recon process changes the status of eligible POs to Complete and they
no longer show up in the list of available POs when you access PO pages in the update/display mode.
They still remain available for viewing in the PO Inquiry pages. By removing these POs, system
performance improves and the time to find POs you need to modify decreases.

The Close or Reconcile Purchase Orders process, also called PO Recon, checks POs to determine
whether they can be closed. During this process, the system compares POs to corresponding receiving
and invoice data. The following criteria must be met before a PO can be closed:

The PO must be:
e PO Status must be D (Dispatched) or X (Canceled)
e Match status must be M (Matched), O (Overridden), or N (No Match)
e Fully received and the close delay days have expired; or
o Partially received with remainder canceled and the cancel delay days have expired; or
e Alllines of the PO are canceled and the cancel delay days have expired.
e The corresponding PO Voucher(s) must be deleted, closed or posted for an amount greater than
or equal to the PO; or one of its PO Vouchers must have the Final Reference flag checked.

PO Recon can be specified for a single PO, for all POs in the Business Unit.
The steps to close a PO are:
Close the PO

Budget Check the Closed POs
Verify the PO Statuses

STEP 1 — CLOSE THE POs

You can run the PO Close process either from PO Reconciliation Workbench or from the Close POs
page.

CLOSING POs FROM RECONCILIATION WORKBENCH

Navigation: Purchasing > Purchase Orders > Reconcile POs > Reconciliation Workbench
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Reconciliation WorkBench
Enter any information you have and click Search. Leave fields hlank for a list of all values.

{ Find an Existing Value _Add a New Value

Business Unit: |= 11000 =
WorkBench ID:| heging with |+ || PO_WRKENCH|
Description: beging with

[lcase Sensitive

Search I Clear I Basic Search E Save Search Critaria

Find an Existing Walue | Add a Mew Value

Enter a valid Workbench ID in the dialogue box above or select from a list by leaving the field blank and

clicking ﬂl. Click ﬂl after populating the Workbench ID field to access the Reconciliation
Workbench — Filter Options page below.

If using the process for the first time, users must create their own Workbench ID by selecting “Add a New
Value” instead of “Find an Existing Value”. Type in a name for the Workbench ID, such as

PO_WRKBNCH. Click —~dd

You will be transferred to the Reconciliation Workbench — Filter Options page.
RECONCILIATION WORKBENCH — FILTER OPTIONS PAGE

This page allows the user to determine which PO(s) will appear on the Workbench page. To access a
single PO, enter the PO number in the PO field. To select a subset of POs, populate one or more of the
other fields in the box. For a list of all PO’s, populate the Business Unit field only. If the Open
Encumbrances field is selected, this allows a search for POs with open encumbrances. Multiple
ChartField criteria may also be entered as search criteria.

Press ﬂl to bring up the Reconciliation Workbench page.
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Reconciliation WorkBench

State of North Dakota

Business Unit: 11000 WorkBench ID: PO_\WRKBMCH
*Description: FOYarkhench
Select POs for Further Processing
List of Purchase Orders

{ Detail Y Ciher [EEEl

Purchase order 2°¢ PO

Status Status Hold PO Date

oonooonozy [

Last Activity Vendor ID Buyer
Canceled M 02/25/2003 02252003

0000000008 ‘I’E‘Ia'EW'RE”EQ

¥ selact

[ clearan

Action:  MPRrove Unapprove Cancel Cloze Dispatch Preview

Go To: Setfilter options  Process Request Options Process Monitor  Wiew Processing Results

Match
Action

Mo Match

Change Blanket

Order

PO Lines

Press the __='%%¢

button.

The Processing Results page will appear.

Processing Results

Business Unit: 11000 WorkBench ID: PO_\WRKBMNCH
*Description: PO Warkbench
Select POs for Further Processing

Accounting Date for Action: | 02/25/2003 |5
Mot Qualified ) Qualified A
POID Log B POID
[ x| 0000000027
¥ seiectan Dloiear al
Proceed:  'es | o | Return to Reconciliation WarkBench

The page is split into 2 sections: POs Not Qualified and POs Qualified.

If the PO qualifies for closure, click _ves |
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You will be asked one last time if you want to continue to close the PO. Click _es |

You will be returned to the Reconciliation Workbench. Press M

Once the PO is closed, the PO Status changes to Complete.

Reconciliation WorkBench

Business Unit: 11000 WorkBench ID: PO_WRKBNCH

*Description: FOWorkbench

Select POs for Further Processing
List of Purchase Orders

First [ 1011 [ Last
i Detail i Cther TN
Doc PO - Match Change Blanket | .
Purchase Order Status Status Hold PO Date Last Activity ‘endor ID Buyer Action Order PO Lines
0000000037 5] Compl M 02252003 02/25/2003

¥ geiectan L clearan

Action: Approve | Unapprove| Cancel | Close | DiSpatch‘ P review |

GoTo: Setfiter options Process Request Options Process Monitor  View Processing Results

If a PO does not qualify for closure, you can review the reason on the Reconciliation Workbench -
Processing Results page.

Processing Results

Business Unit: 11000

P warkbanch

WorkBench ID: PO_\WRKBMNCH
*Description:

Select POs for Further Processing

Accounting Date for Action:
Qualified

nzza2003 |
I | Dawnload

Not Qualified

Fing =

PO ID

POID Line

Sched Distrib Line

[] 0000000026 22}

¥ seiectan Cloiearan

Proceed: Yes Mo

Return to Reconciliation WorkBench
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Log

Check v' the PO you want to review and click on the = icon. It will transfer you to the Reconciliation
Workbench — Purchase Order Log page. An explanation on why the PO is not eligible for closure will be
available.

REcoONCILIATION WORKBENCH — PURCHASE ORDER LOG

Reconciliation WorkBench
Purchase Order Logs

Business Unit: 11000 WorkBench ID: FO_WRKBEMNCH
Description:

Purchase Order: 0000000026

Line Sched Dist Message Text
FOs with Receiving Reguired On thaugh not

1 1

received.
I
Return |
Click Retm to return to the Processing Results page.

BATCH CLOSING POs

Navigation: Purchasing > Purchase Orders > Reconcile POs > Close Purchase Orders

Close Purchase Orders
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Yalue Add a Mew Value

Run Control ID:| hegins with j |F‘O_CLOSE

[ case Sensitive

Search | Clear | Basic Search [ Save Search Criteria

Find an Existing value | Add 2 Mew Value

Enter a valid Run Control ID in the dialogue box above or select from a list by leaving the field blank and

clicking ﬂl. Click ﬂl after populating the Run Control ID field to access the Close PO
page below.
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If using the process for the first time, users must create their own Run Control ID by selecting “Add a New
Value” instead of “Find an Existing Value”. Type in a name for the Run Control ID, such as PO_CLOSE.

Click [ add |

You will be transferred to the Close PO page.

CLOSE PO PAGE

i Close PO
Run Control ID:  PO_CLOSE Beport Manager Process Monitor 2n
PO Post Run Option: 1 Bus Unit w
Business Unit: 11000 |Q)
Purchase Order:
Chartfield Criteria Customize | Find | View &Il | 8 First [0 10t 1 [ Last
GL Unit Account Oper Unit Fund Dept Class Program  Project Budget Date
| Q| Q| all all | Q| | Q| Bl [+ =]

Accounting Date for Action: | 02/26:2003 Ed]

B szvel  [Elaify B dd | (2] UpdatesDisplay

PO Post Run Option - Permits the User to select all PO’s from all business units (All Bus), all PO’s from
a single business unit (1 Bus Unit), or one PO (1 Document). Depending on the choice, the Business

Unit and Purchase Order fields will become available.

ChartField Criteria - Allows the user to select POs for processing based on specific ChartField values.

o . Run .
Once all parameters have been specified, click the Run button —l You will be transferred to the

Process Scheduler Request page.
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PROCESS SCHEDULER REQUEST PAGE

Process Scheduler Request

User ID: nivalent Run Control ID: FO_CLOSE

Server Name: ¥ | Run Date: 02/26/2003 Edl

Recurrence: * | Run Time: T:31:118M Reszetto Current DatelTime |

Time Zone: ﬂ

Process List

Select Description Process Name Process Type Type *Format

Close Purchase Order Report FOPOO0E SQR Report ek || POF v
Close Purchasze Orders FO_PORECON Application Engine Wieh w || THT w
[0 cClose Purchase Orders FO_FOREP FSJab (Mone) w | | (Mone) w 1?:
Ok | Cancel |

Server Name — PSNT

Select v Close Purchase Order Report

Select v Close Purchase Orders

Click LI to run the PO RECON process. You will be transferred back to the Close PO page.

Press the Process Monitor link on the Close PO page to review the progress of the process. When the
Run Status on the Process Monitor page says Success, proceed to Step 2 below.

Once PO Recon has completed successfully, the status of the PO changes to Complete.

STEP 2 — BUDGET CHECK THE CLOSED POSs

Because the PO close process relieves encumbered funds that have not been fully vouchered, it changes
the Budget Status of the PO from Valid to Not Checked. The PO must then be Budget Checked again to
complete the PO cycle. This is to account for any changes to the amount since the PO was dispatched,
including changes made when the PO was vouchered in Accounts Payable. Run the budget checking
using the batch budget check process.

Navigation. Purchasing > Purchase Orders > Budget Check
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PO Budget Check Request
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[/ Find an Existirig Value {_Add a New Value

Run Control ID:| begins with + ||FO_BCH|

[Jcase Sensitive

Search I Clear I Basic Search E Save Search Criteria

Find an Existing Value | Add a Mew Yalue

Enter a valid Run Control ID in the dialogue box above or select from a list by leaving the field blank and

clicking _Seareh | cjick _Seareh |

Request page below.

after populating the Run Control ID field to access the Budget Check

If using the process for the first time, users must create their own run controls by selecting “Add a New
Value” instead of “Find an Existing Value”. Type in a name for the Run Control ID, such as PO_BCM for

PO Budget Check. Click [ Add |

You will be transferred to the Budget Check Request page.

BUDGET CHECK REQUEST PAGE

{ Budget Check Request
Run Control ID:  PO_BCHM Report Manager Process Monitor R

Budget Check Request

First (4] 1o 1 [M] Last

O Once Request Humber: 1

@ niways *Description: PO_BCM

O Don't Run

*Unit Option: Walue w Unit: 11000 g

PO ID Option: Walue v PO ID: 0000000027 |G

<

PO Date Option: Al

E Save QReturn to Search E|N0tify

Eadd)

I,

Process Frequency — Select Always
Description — Enter description for the Run Control.
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Unit Option — Select All to process all Business Units or select Value if you want to process only one
Business Unit. If you select Value, the Unit field will become available next to the Unit Option field. Enter
the Business Unit or click on ‘R and then click on _L2% U | to select from the valid list of Business Units.

PO ID Option - Select a single PO to be processed (Value), a range of POs (Some), or All POs (All). If
you select Value, the PO ID field will become available next to the PO ID Option field. Enter the PO ID or
click on ‘Al and then click on L2 Us | to select from the valid list of POs. If you select Some, the From/To
fields will become available next to the PO ID Option field. Enter the PO ID range or click on 4 and then
click on L2k Y0 | to select from the valid list of POs.

PO Date Options - Select Value (a specific date), Some (a range of dates), or All. If you select Value, the

PO Date field will become available next to the PO Date Options field. Enter the PO Date or click on Bl
to select a date from the popup calendar. If you select Some, the From/To fields will become available

next to the PO ID Option field. Enter the PO Date range or click on ) to select from the popup calendar.

Press E’. This will save your Run Control settings for use in the future.

. . R
After your selections have been made, click Ll to open the Process Scheduler Request page.

PROCESS SCHEDULER REQUEST PAGE

Process Scheduler Request
User ID: rwvalery Run Control ID: PO_BCM
Server Name: ¥| RunDate: 02/26/2003 Ed
Recurrence: ~| Run Time: T3AT11AM Resetto Current DatelTime |
Time Zone: ﬂ
Select Description Process Name Process Type Type *Format
Comm. Cnirl. Budget Processor FSPKBDF3 COBOL SaL (Mone) (Mone) w
Ok | Cancel |

Server Name — PSNT

Select v Comm. Cntrl. Budget Processor.

ClickM to run the budget checking process. You will be transferred back to the Budget Check
Request page.

Press the Process Monitor link on the Budget Check Request page to review the progress of the process.
When the Run Status on the Process Monitor page says Success , the process has completed
successfully.
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If successful, the BCM status on the PO will be Valid.

STEP 3 — INQUIRE ON THE PO STATUSES

Inquire on the PO to make sure of the following statuses:

PO Header Status = Completed

Budget Status = Valid
Received Status = Received or Not Received

PO Line Status = Closed or Canceled
PO Schedule Status = Closed or Canceled

PO Distribution Status = Completed or Canceled

Navigation: Purchasing > Purchase Orders > Review PO Information > Purchase Orders

Purchase Order Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values. [%

j Find an Existing Value

Business Unit: = ¥ 11000
Purchase Order: hegins with » || 0000000027
Contract SetlD: heging with
Contract ID: begins with
Release Number: = w
Purchase Order Date: = w
PO Status: = v
Short Yendor Hame: hegins with
Vendor ID: heging with
Buyer: begins with
PO Type: = w
Purchase Order Reference: | bedgins with s
[Jcase Sensitive
Search | Clear | Basic Search [F] Save Search Criteria

Fel

Feiprel

=

Felpreipyel

Enter the Business Unit and Purchase Order. Press ﬂl. You will be transferred to the PO Form

page.

If you want to search for all completed (closed) POs, enter the Business Unit and a PO Status =

Complete. Press

Search

Purchasing — Purchasing Administration
MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.

. Select the PO from the search results.

Page 99 of 126



CONVE
MAXIMUS r\J

o

State of North Dakota

Form Schedule
Unit: 11000 PO: 0000000027
Vendor: BROWMN-001 ID: 0000000006 wendaor Details Buyer:  ‘Walery,Renee E.
PO Date: 02252003 PO Status:  Compl R

Budget Status: ‘alid Doc Tol

Backorder Status: MNone

eceipt: Mot Recvd
atus: Valid

Tto2of2

Form | Schedule

. tern
Sel Line [tem Description Cateqgory PO Oty UOM Amount Status
1 QFFICE CHAIR 00521 EA UsSD Canceled
O 2 BOOK CASE 00521 EA USD Canceled
Merch.: Adj Amt: Total: USD 1to2of2
Header Details  Matching Header VAT Al RTY Header Comments  Line Details  Line Camments
C} Retun to Search | [EZNotity

Document Status

T RelatedLinks

SCHEDULE PAGE

Eaorm Schedule
Unit: 11000 PO: 0000000027

OFFICE CHAIR

Sel Sched Due Date

Time Due  Ship To

Forrm | Schedule

PO Gty Amount _ Revision Status
1 02525/2003 110502 1.0000 120.00000 120.00 USD Canceled
O 20252852003 110522 1.0000 120.00000 120.00 USD Canceled
I~
23
Amount: uso PO Oty: UoM: EA
Schedule Details ShipTo Comments... Sched SalesiUse Tax Schedule Freight Digtribution
Ship To Address Yalue Adjustment Miscellaneous Charges Schedule VAT Req Detail
) Return to Search | ([EMetify
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DISTRIBUTIONS PAGE

Distributions -- 1
Sched: 1 OFFICE CHAIR Canceled

SpeedChart
st [0 or 1 D] Last

PO: 00000OO0Z7  Lime: 1
Distribute by: Gy

Distributions
Distribution More Details F=H
GL Unit Account Oper Unit Fund Dept Program Class
11030

Sel Line Status PO Oty Pet Amount _
F 1 Canceled 1.0000 100.0000 12000 USD 11000 621350 10 oot 1000

120,00 USD POOby: 1.0000

Amount: 120.00 USD Doc. Base:

Reg Detail  SalesiUse Tax Information  Distrib YAT

Distribution Details  Projects  Asset Information

Ok Cancel

If the PO amount was less than the original Requisition, this excess amount is still pre-encumbered. The

final steps in the procurement process are to Reconcile and Close the Requisition.
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RECONCILING AND CLOSING
REQUISITIONS

If a PO was created from a Requisition, once the PO has been completed, the same must be done to the
Requisition. If this is not done, the budget for the item maybe over pre-encumbered.

To run Req Recon perform the following navigation:
Navigation: Purchasing > Requisitions > Reconcile Requisitions > Reconciliation Workbench
OR

Navigation. Purchasing > Requisitions > Reconcile Requisitions > Close Requisitions

The Reconciling Requisitions process is identical to Reconciling POs, except for individual documents.
Requisition ID is used instead of PO number.
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CREATING PO CHANGE ORDERS

To modify POs that are still “open”, a change order must be created. A PO is considered “open” if it has
been:

e Dispatched, AND

e Not fully vouchered.

Changes to “open” POs create sequential change order numbers if certain fields are modified. A PO that
has been assigned a change order number must be re-dispatched, and may also require Budget
Checking depending on the nature of the change. Changes to POs that have not been dispatched do not
result in change orders, although they may be subject to Budget Check depending on the nature of the
change. Accessing the same PO pages that were used to create the PO creates change orders.

The PO Header, Lines, Schedule and Distribution pages can all be changed. To make changes, open
the same pages that were used to create or update the PO (Navigation: Purchasing > Purchase Orders >
Maintain Purchase Orders). Find an existing value and select the PO to be changed. Changes to most

“grayed out” fields can be made after clicking the “Change” A buttons on the appropriate pages to
“ungray” those fields that were previously uneditable. There are other fields that will continue to appear

in black after PO dispatch. Such fields can be changed without clicking the A button.

Some rules-of-thumb pertaining to changing POs:
o |If afield appears in black and the change applies only to that field, change it without clicking the
button.
e |If an entire row appears in black and you want to remove it, use ;l (Delete Row) or Alt + 8

rather than one of the cancel X buttons.

e If changing a PO Line that has already been fully vouchered, add another line if the change is for
an additional quantity. For price changes or quantity decreases, change the existing Line or
Schedule, and correct the existing PO Distribution line(s) manually.

The steps for creating a change order are:

Change the PO Header (PO Form Tab)

Change the PO Lines

Change the PO Schedule (Schedule Tab)

Change the PO Distribution — click on the Distributions link (You can change a PO distribution without
creating a change order.)

Re-budget check the PO — if quantities or price are changed

Review Change Order History

Re-approve the PO — if the PO amount has changed

Re-dispatch the PO
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STEP 1 - CHANGE PO FORM HEADER

The PO Form carries information that affects the entire PO. When creating a change order, all of the PO
Form information on the PO Form page can be changed except the Vendor.

Navigation: Purchasing > Purchase Orders > Maintain Purchase Orders

Purchase Order
Enter amy infarrmation you have and click Search. Leave fields hlank for a list of all values.

| Find an Existing Value _Add a New Value

Business Unit; = v fr1000 Ql
Purchase Order: hegins with % ||0000000026
Purchase Order Date: = v ()
PO Status: = w v
Short Vendor Hame: heging with |« g
Vendor ID: beginsg with |+ G
Hame 1: hegins with w
Buyer: heginsg with |+ g
PO Type: = w [}‘v
Purchase Order Reference: | begins with
[ case Sensitive
Search | Clear | Basic Search [§) Save Search Criteria

Click on “Find an Existing Value”. Enter the Business Unit and the Purchase Order. Press ﬂl.

You will be transferred to the PO Form page.
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PO FORM PAGE

{ POForm Y Schedulg

Unit: 11000 PO: 0000000026 PO Date: 122572003 [ ¥ A X
Wendor: “ID: = Lookup Details *Buyer: ‘Walery,Renee E
PO Status: Dispatched Receipt: NotRecwd  Budget Status: Valid Doc Tol Status: ‘alid 1tao1aof1
i Firgt [ 101 [F] Last
Sel Line ltel Description PO Oty Cateqo Amount Curr Status
1 OFFICE CHAIRS B 20000 EA  [00521 (@) 24000 USD Active [+ [— |

ks

Merchandise: 24000  Adj Amt: 0.00%  Total Amount: 240.00 USD BacKorder Status: Mone
*Goto: Header Details Defaults ltern Search Header Comiments Line Details Reguisitions
Copy From kit Calalog Line Comments o Mare v
B save] [QLRetun to Search | [ElNotify | (2 Retresh | ErAdd

To change the PO Form page information perform the following steps:

e Click the Chng Hdr button -&. (This is only available if the PO has been dispatched.) Although
some Header fields are initially protected from change, these fields become accessible for
change when the Chng Hdr Button is clicked.

e The vendor remains unchangeable. If the vendor needs to be changed, cancel the PO and
source the Requisition to a new PO.

PO Form Schedule

-
Unit: 11000 PO:  000O0ODDZE Chng Order *PO Date: 0213512003 | X in B
endor: AD: = Lookup Details *Buyer: |Malg ey,Renee E.
PO Status: Approved  Receipt Mot Recvd  Budget Status: valid Doc Tol Status: valid 1101 0r1

ring First [0 106 1 [ Last
Sel Line le Description PO Qty *UOM Category Amount Curr Status
1 OFFICE CHAIRS B 20000 EA 00521 (@] 240,00 USD Active k] =]

Merchandise: 24000 Adj Amt: 0,005 Total Amount: 240,00 USD Backorder Status: MNone
*Goto: Header Details Defaults ltern Search Header Carnrments Line Details  Requisitions
Copy From Fit Catalog Line Comments . More . w
& save)  (QRetunto Search | [ENatifty | (4 Refresh | Ehadd

The system numbers change orders automatically. After clicking Chng Hdr, the Change Order number
field appears next to the PO number and the PO status changes from Dispatched to Approved. The
system automatically increments the change order number by one.
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Press B Save]

Business Process Requirement: All change orders or modifications to a PO must be noted in
the PO Header Comments with the name of the person making the changes, the date, and the

changes being made.

STEP 2 - CHANGE PO LINES

To change a PO line, navigate to the Line Details page.

Navigation. Purchasing > Purchase Orders > Maintain Purchase Orders

Click on “Find an Existing Value”. Enter the Business Unit and the Purchase Order. Press ﬂl.

You will be transferred to the PO Form page.

On the PO Form page, click on the Line Details link.
PO FORM PAGE

PO Form Schedule
Unit: 11000 PO: 0000000014 PO Date: 022477003 B 7 A X HERC
Vendor: “ID: = Lookup Details “Buyer: Walery,Renee E

PO Status: Dispatched Receipt: MotRecyd Budget Status: Valid

Doc Tol Status: Valid 1to3ofd

Customize | Find | 2
Sel Line lte Description PO Gty *UOM Category Amount Curr Status
1 Paper ] 10.0000 RM  [B4521 Q) 25.00 USD Active [+.] [= |
o 2 film ) 10.0000) EA 65567 |Q 30.00 USD Active 4| =]
0o a3 pens B 10.0000 EA  [52000 Q) 50.00 USD Active .| —|
Merchandise: 105.00  Adj Amt: 0005 Total Amount: 105.00 USD Backorder SJ&US:None
"Goto: Header Details Defaults ltem Search Header Comments Line Details ée%uisitions )

Copy Frorm Kit Catalog Line Corrrerts Wore v

B save

CLReturn to Search | [ENotify | (4 Refresh |

Ehadd)
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LINE DETAILS PAGE

PO: 0000000014 Line: 1 FPaper
Backorder Status: Mone
[] Amount Only Status:
Amount: 24.00 USD Doc. Base:
Category: 64521

Contract SetiD: |STATE | Q)

Band Paper {Including Recycled

Contract ID: Line:
Release: MEXT  Contract Details
RFQ ID: UPNID: 11000
‘Wendor item ID: GPOID:
Vndr Catlg: GPO Contract:
Mfg ID:
Mfg ftm ID: Q)
“Price Oy Schedule  w “Price Date: PO
Replenish Code: Standard
Withholding
Receming Required Device Tracking

B AXER

Base Currency: USD
Category ID: 04181

On the Line Details page, click the Change Line icon &.
e Pressing the Change Line button on this page “ungrays” or opens up the line item fields on the
PO Form page for change, except for PO Qty, which can be changed without clicking the Create

Line Change button.

e Ifthe Line is to be cancelled instead of changed, press the Cancel Line icon X . This will cancel
the line and all schedules and distributions associated with the line.

You will be taken back to the PO Form page once you press the A or X icons.
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PO Form Schedule
e

Unit: 11000 PO: 000000014 Chng Order: 1 3 B Y AX n B

\endor: *ID: = Lookup Details *Buyer: Walery,Renee E

PO Status: Approved # Budget Status: valid Doc Tol Status: valid 1103 0f3

Sel Line ltem Description *UOM Category

1] & [Paper - Red| 10,0000 R a5z (@ 25.00 USD Active k] = |
O =z film 100000/ EA 65567 Q) 30.00 USD Active ] =]
O 3 pens B 100000 EA  [62090 Q sy usD actve [+ = |
Merchandise: 106.00  Adj Amt: 0,005 Total Amount: 108.00 UED Backorder Status: Mone
*Goto: Header Details Defaults ltern Search Header Comments Ling Dietails  Requisitions

Copy From Kit Catalog Line Comments .. More e

& save] [ QRetunto Search) [ENatity | (% Refresh |

Bk Add

If the entire PO is to be canceled, press the Cancel PO X icon on the PO Form page.

After changing the Line information, proceed to the Schedules and Distribution pages and make the

appropriate changes there.

NOTE: If a line item has been received, cancel the receiver before changing the line and then re-
receive. If the line received has been vouchered, the receiver cannot be canceled. See rules-of-

thumb above.

When a change is made to the line information, the Change Order sequence becomes “1” if this is the
first change generated. The PO Status changes from Dispatched back to Approved.

Press B Save]
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STEP 3 - CHANGE PO SCHEDULE

Navigation: Purchasing > Purchase Orders > Maintain Purchase Orders

Click on “Find an Existing Value”. Enter the Business Unit and the Purchase Order. Press ﬂl.
You will be transferred to the PO Form page.

Click on the Schedule Tab.

PO SCHEDULE PAGE
| POEorm | Schedule |

Unit: 11000 PO: 0000000014 Chng Order: 1 A x in B

PODate: 0224/2002 PO Status:  Approved Receipt: Mot Recvd Budget Status: walid

Find | Wiew All First (0 1 ofz D Last

=h
Line: 1 ftem: Faper- Red l‘—é'
Customize | Find | Yiew All | First (4 1o 1 [M] Last

Sel Sched *Due Date *Ship To PO Oty Price Amount Status

1 022412003 110822 | 10.0000 250000 25.00 Active ] = |

PO Oty 10.0000 UoM: R Amount: 2500 USD

Ship To Comments Ship To Address One Time Address Salesfl)se Tax Schedule VAT

Schedule Details Price Adjustment Misc. Charges Schedule RTY Distributions Backorder PO
ﬁ Save QReturn to Search) E'Notify ) foRefresh) Bk add

All fields on this page except PO Qty are “grayed out” and are not available for change. Click the Chng
Schd A icon to change field values. (Note: If the Chng Hdr A icon was clicked on the PO Form page,
it will be grayed out on that page, but that will not affect the Chng Schd A button on the Schedule
page.)

Click the Cancel Schedule X icon to cancel a Schedule completely. Keep in mind the order quantity
total of all Schedules must equal the line item order quantity.

If schedules need to be added or deleted, use the "'_l and/or ;l buttons at the line level.

NOTE: If a Schedule for a line item has been received, cancel the receiver before changing the
line and then re-receive. If the schedule received has been vouchered, the receiver cannot be
canceled. See rules-of-thumb above.
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Once the Chng Schd A button is pressed, the Due Date and Ship To fields are available for changing.

FO Farm Schedule

Unit: 11000 PO DOO0DDDOT4 Chng Order: 1 b 4 o B

PO Date: 0252472003 PO Status:  Approved Receipt: Mot Recvd

Line: 1 ftem: Faper - Red L "=
Sel Sched *Due Date *Ship To PO Oty Price Amount Status
1 [nzi24z003 [ [110502 /@ | 10.0000 | 250000 | 2500 Active 4] =]
PO Oty: 10.0000 UoM: RM Amount: 25.00 USD
Ship To Comments Ship To Address One Time Address Sales/Use Tax Schedule VAT
Schedule Details Price Adjustment Mise. Charges Schedule RTY Distributions Backorder PO
B save]  [(ClRetumn to Search | [+3 Nextin List) [ +5Previous in List | [ENotity ) [ Refresh | Eadd

Once you have made your changes to the schedule, press E‘.

If you are making multiple changes to the PO header, lines and/or schedules, the Change Order
sequence number remains at “1” provided you have not saved the page and dispatched it before you
made the additional changes. Each time you create a change order for a dispatched PO, the Change
Order sequence number increases by 1.

FINALIZING A PO SCHEDULE IF CREATED FROM A REQUISITION

One of the features in Purchasing is the ability for a Purchase Order created from a requisition to be
finalized and or to undo a Finalization at the Purchase order level. To finalize, use the Finalize icon Hi

To undo a finalized schedule or document, use the Undo Finalize icon —@. These are available on the PO
Form page, for application to the entire PO, or on the Schedule page, to apply only to a specific schedule.

Using partial and final liquidation, you can:

e Liquidate requisition or purchase order lines and relieve the outstanding pre-encumbrance and
encumbrance from the budget ledger.

o Create the appropriate accounting transactions in the budget to relieve outstanding pre-
encumbrances and encumbrances as applicable.

o Perform the correct accounting and available (open) amount calculations for modifications and
cancellations of predecessor or successor transactions.

e Process final liquidations at the schedule line level of transactions; that is, orders can have some
lines open while others are closed, determined by the corresponding voucher lines that reference
(liquidate) the lines.
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Final Liquidation automates the process of fully liquidating direct encumbrances after they're no longer
needed. When you create or modify a purchase order, you can declare that document Final (for less),
prompting the system to liquidate the preceding requisition. You're making your purchase order the final
document to be affected by the preceding requisition, for less money than you originally authorized. You
can choose to finalize an entire document, or just a schedule.

You can reverse finalization of a purchase order or PO Voucher by declaring the document “Unfinalized”.
The system then restores the original budgetary amount to the preceding documents that it previously
liquidated. If you don't declare a document Final (for Less), no additional liquidation takes place. The
system replicates the Partial or Final status of a document down to all the document distribution lines
associated with the given document schedule, adjusting all ledgers accordingly.

It is important to understand that each time you finalize or undo a finalize, the Budget checking process
needs to be run in order to adjust the budgets.

NOTE: A purchase order schedule, which has been finalized, cannot be finalized again unless it
has since been undone.

STEP 4 - CHANGE PO DISTRIBUTION

Changes to PO distributions after Dispatch are required if:

e The amount of the schedule changes because of price or quantity changes; or
e The transaction was distributed incorrectly.

In the first instance, the Distribution change is part of a change order initiated by a price or quantity
change. In the second instance, where nothing else changes except the accounting distribution, a
change order number is not created. This is because the system does not allow distribution changes to
create a change order number. But the effect is similar to a change order in that the PO must be Budget
Checked and Dispatched again.

Navigation. Purchasing > Purchase Orders > Maintain Purchase Orders

Click on “Find an Existing Value”. Enter the Business Unit and the Purchase Order. Press ﬂl.
You will be transferred to the PO Form page.
Click on the Schedule Tab.

To change the accounting distribution, click the Distributions link on the Schedule page. Note that all
ChartFields are available to change.
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DISTRIBUTIONS PAGE

Distributiens -- 1

=
PO: 0000000014 Line: 1 Sched: 1 fem: Paper- Red =

*Distribute by: | GUantity ¥|  SpeedChart: =Y Status: Active

Customizs | Find
[ Details | MoreDetails | Asset Information Req Detail =K,

Sel Dist POQty Percent Amount Currency *GL Unit *Account Oper Unit Fund Dept Program  Class Budg Dt

1 /10,0000 | 100.0000 25.00 USD 11000 Q] [621350 Q118 Q) oo1 & [5200 Q) Q11030 & |ozrz0iz003 Ey

Amount: 2500 USD  Doc.Base: 25.00USD PO QU 100000

Py

Distribution Details  Projects  Assetinformation  Req Detail Distrib Sales/Use Tax  Distrib VAT

0K Cancel Refresh

Click on the Distribution Details link. If you want to cancel a distribution, click on the Cancel Distribution
button b 4 .

Distribution Details -- BROWN-001

PO: 0000000014 Line: 1 Sched: 1 Dist: 1
Faper- Red F'% x
Status: Open Chartfield Status:  valid
IN Unit: Q) Budget Status: ot Chicd
Statistics Code: Q
Consigned
O Cancel | Refresh |

Clicking the Cancel Dist X icon then M will nullify the old distribution, though the record and
Distribution line number is retained by the system. Repeat for each Distribution to be cancelled.

NOTE: If the Distribution is for a Schedule that has been received, cancel the receiver first before
changing or canceling the Distribution, because Accounts Payable builds its PO vouchers from
PO receivers, and a change to a Distribution associated with a prior receiver will produce
inaccurate accounting results. If the receiver has been vouchered, change the existing

Distribution amount (already in black) by manually recalculating the new values and overwriting
the old values.
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Click OK to return to the Distributions page where you can insert a new row +_| and enter the new
distribution.

Distributions --1

PO: 00000000714 Line: 1 Sched:

=h
1 ftem: Paper - Red B
*Distribute by: | Quantity ¥ | SpeedChart: Ql Status: Active
Distribution
Details i tdore Details Asset Information Req Detsil =k

Sel Dist POGty Percent  Amount Currency *GL Unit  *Account Oper Unit Fund Dept Program Class Budy Dt
F] 1 10.0000 100.0000 25.00 USD 11000 621350 110 (ali}] 5200
2/10.0000|| 100.0000

11030 022002003

25.00 USD 11000 |Q]|625005 al|110 Qoo @ 11030 |Q (02202003 (B

@ [sz00 al

Amount: 25.00 USD  Doc.Base:

25.00 UED PO Oty 10.0000
Distribution Details  Projects

Asset Inforrnation  Req Detail Distrib Sales/Use Tax  Distrib VAT

0K Cancel Refresh

On the More Details tab, you can see that the first distribution line Status is Canceled and the new
distribution line Status is Open.

Distributions -- 1
=
PO: 0000000014  Lines 1 Sched: 1 Hem: Paper- Red B
“Distribute e | Quantity b SpeedChart: =Y Status:  Active
Dstals | More Details |_Assst Information Req Detail =]
Commitment T
Sel Dist PO Oty Percent Amount Currency Base Amt Base Currency Status Chartfield Budge Einal Control N Unit Statistics
Currency Status Code
Close Flag
F 1 10.0000 1000000 2500 USD 25.00 USD Currency Canceled Valid
2/100000( 100.0000 2500 USD 25.00 USD Currency Open Valid Ql =Y
Amount: 2500 UsD Doc. Base: 25.00U8D POQty:  10.0000
Distribution Details  Projects Asset Information Req Detail Distrib SalesiUse Tax Distrib VAT
QK | Cancel Refresh

NOTE: If a distribution line is changed on a PO voucher, it will NOT change the distribution on the

associated PO. However, the encumbrance and expenditures will be correctly adjusted even
though the documents may not look the same.

Any changes to the distribution lines will require the PO be re-budget checked. If the amounts of the PO
were also changed, it also will be necessary to re-approve the PO prior to dispatching.
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STEP 5 — RE-BUDGET CHECK THE PO

If any PO amounts or distributions were changed, the PO Budget Status will change to Not Checked and
the budget checking process must be run again.

STEP 6 — RE-APPROVE THE PO

If the total amount of the PO has changed, the PO Status will change from Approved to Pending
Approval. The PO must be approved again.

STEP 7 — RE-DISPATCH THE PO

Once the PO has been re-budget checked and re-approved, it must be dispatched again before the
change order takes effect.

TIP: In PeopleSoft, once a change order has been dispatched and printed, you cannot go back
and re-print any previous change orders. You can, however, do screen prints of the change order
history pages if you need a printed version of previous changes.
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VENDOR CONTRACTS

VENDOR CONTRACTS OVERVIEW

Vendor contracts will be used in the State of North Dakota for purchasing specific items from approved
vendors at an agreed upon price. All contracts have specific start and end dates and maximum dollar
amounts that can be purchased under the contract.

There are two types of vendor contracts used in North Dakota:

Statewide Contracts — available to all State agencies
Agency Contracts — available to specific State agencies only

POs releases against a contract can be generated by:
Building the PO from a requisition that was created from the contract.
Creating a PO that copies data directly from the contract.

CREATING A PO BY COPYING DIRECTLY FROM A CONTRACT

A PO can be also be created by copying directly from a specific Contract. A vendor must be specified
before you copy the Contract.

The steps are:

Create a new PO.

Select the Copy From hyperlink.
Verify the PO information.
Complete PO processing.
Review the Contract Releases
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STEP 1 — CREATE A NEW PO

Navigation. Purchasing > Purchase Orders > Maintain Purchase Orders

Purchase Order

Find an Existing Yalue ' Add a New Value

Business Unit: 11000 |Q
Purchase Order: | MEXT

Add

Find an Existing Value | Add a Mew value

Business Unit — Defaults to the User Id’s Business Unit. Verify that the business unit is correct.

Click “Add” __#40 _| This will take you to the PO Form page.

PO FORM PAGE

PO Form Schedule

Unit; 11000 PO: HEXT *PO Date: 02/26/2003 |

vendor: [BROWN-001  [&F p: [0000000008 [ B {youp Details ‘Buyer: =

PO Status: Initial Receipt: MotRecvd Budget Status: Mot Chik'd Doc Tol Status: Mot Chk'd

E o B First [0 1001 [ Last

Sel Line tem Description PO Oty Uom Category Amount Curr Status

1] ql B a al Active ] = |
Merchandise: Adj Amt: 0,005  Total Amount: UsD  Backorder Status: None
“Goto: Header Details Defaults e Search Header Comments Line Details

Copy From Kit Catalog Dine Comments - More .. v

B save] [Elnotity ) (£ Refresh Ekadd) |8 UpdateiDisplay

Vendor / ID — Enter the Vendor short name or the Vendor ID or press the Ql to lookup a vendor.
STEP 2 — SELECT THE COPY FROM HYPERLINK

Press the Copy From hyperlink. This will transfer you to the Copy Purchase Order page.
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Copy Purchase Order

Vendor Set ID: SHARE Contract SetlD: | STATE ﬂ
Contract ID: Q09-PAPER GOODS I g
(0] 4 Cancel Fefresh

Copy From — Select Contract
Contract SetID — Enter STATE

Contract ID — Select the Contract ID

Press M You will be asked whether you want to override the schedule quantity with the Contract
Quantity. Select OK to use the Contract scheduled quantity or =~ ‘=ancel | to use the quantity you enter
on the PO line.

Override Schedule Quantity with Contract Quantity Scheduled? (10200,208)

Press Ok to owerride schedule gquantity with contract shipping template schedule gquantity. Press Cancelto use the entered line quantity and schedule gquantity.

Ok | Cancel|

NOTE: If you select M the PO Qty on the Line will always default to the Contract
minimum. You must change the PO Qty to the actual quantity you want to purchase. If you select
Cancel | the PO Qty on the Line will be blank. You MUST enter a PO Qty.

You will be transferred to the PO Form page.
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Sel Line ftem

PO Status: Initial

PO Form Schedule
Unit; 11000 PO: MEXT
vendor: |DACOTAH-001 g

HD:

+pO Date: | 020262003 | ]
0000000002 | Q) F | popn Details *Buyer:

Receipt: notRecvd Budget Status: Mot Chk'd

Doc Tol Status: Mot Chk'd

Ql

102072
Customize | Find | First (4] 1201 2 [F] Last
Description PO Oty *UoM Category Amount Curr Status
o 1 @ |Hinged lid tray, three SB[ 10000 fcs (Q)[eansn Q) 1222 USD Actve .| =]
2 QJ [Facial tissue, white, S 1.0000|[c8 |QJ|64050 Q) 10.45 USD Active e [= |
Merchandise: 3267 Adj Amt: 0.005  Total Amount: 2267 USD Backorder Status: Mone
*Goto: Header Details Defaults Itern Search Headet Comments Line Details %
Copy Fram Kit Catalog Line Comments
B save) [EdNotify ] (2 Refresh

... More .

Bk Add ) (2] UpdatesDisplay.

Buyer — Enter the Buyer.

PO Qty — Change the PO Qty — it defaults to the Contract minimum.

UOM — Enter the UOM if it does not default.

page.

NOTE: The UOM must be entered on the PO Form page before proceeding to the Line Details

STEP 3 — VERIFY THE PO INFORMATION

Verify the line, schedule and distribution information is complete and accurate. Make changes as
required.

Make sure the Line Details page has the Contract information referenced.
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LINE DETAILS PAGE

Line Details -- DACOTAH-001
PO: NEXT Line: 1 Hinged lid tray, three campartment, large, take out, |-EI%I
foam, PacTiviMohile TH1-0101 200ics
Backorder Status: Mone
[ Amount Only Status: Active
Amount: 1222 USD Doc. Base: 1222 Base Currency. 1ISD
Category: 654050 Paper Products: Cups, Mapking,  Category ID: 04169
Contract SetlD: |STATE | Q)
Contract ID: 0o Q)
Release: MNEXT
RFQ ID: UPNID: 11000
Vendor tem ID:
Vhdr Catlg:
Mty ID: Q
Mty ftm ID: Q
*Price Oty: Line w *Price Date: Due v
Replenish Code:

Press @ 52v2] Note the PO ID.

PO Form Schedule
Unit: 11000 PO: 0000000037 popayzasi0n: [ A X
Vendor: “ID: = Lookup h g Walery,Renee E

Doc Tol Status: valid 1102072

Description
Hinged lid fray, three
compartment, large, take aut,

1 foam, PacTioMobile THT- B 1.0000 c8  [64050 Q) 1222 USD Active 4. = |
200/cs [}s
Facial tissue, white,
approximately 8 33" X 8" 6P =n " -
O : sotlaim 47410 B 10000/ C8  |B4050 Q) 1045 USD Active 4| = |
30 8%
Merchandise: 2267 Adj Amt: 0005 Tatal Amount: 22.67 USD Backorder Status: MNone

Header Comments
Line Comments

[EdnNotity ) |4 Refresh

ltern Search
Catalog

Line Details  Reguisitions
. More .

*Goto: Header Details
CopyFrom

QL Return to Search ] [ 45 Nexdt in List,

Defaults
kit

& save

[Ekadd

STEP 4 — COMPLETE PO PROCESSING

Budget Check, Approve and Dispatch the PO.

STEP 5 — REVIEW THE CONTRACT RELEASES

To review the POs released against the contract, navigate to the following page:
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Navigation: Purchasing > Procurement Contracts > Review Contract Information > Review Contracts by
PO

Enter the SetID = STATE and the Contract ID.

Check v the PO with Contract box. Press the e . A list of all POs released against this contract will
appear.

Select v the PO you wish to view in more detail. The Inquire, Update, and Activity Summary links at the
bottom of the page will become available. You can click on these links to view additional information on
the PO or make changes to the PO provided it is not Canceled or Closed.

{ PO Contract Line
“SetD: STATE Q] PO with Contract
*Contract ID: 009-PAPER GOODS | Q| Paper Goods g PO without Contract
ttem ID: =
List of Purchase Orders Find | Wiew Al First (4] 120 2 [P] Last
Unit PO Line  Line Status  UpToDt UpToDt Amt Item
0o aty
11000 0000000037 1 Active 1.00 §12.220 Hinged lid tray, three
compartment, large, take out,
foam, PacTivhobile TH1-0101
200/cs
11000 0000000037 2z Active 1.00 §10.450 Facialtissue, white,

approximately 8.33" X 8", GP
Acclaim 47410 30 BX

Inguire  Update  Activity Summary

To see a total of all PO releases created against a contract, navigate to the Contract Header.

Navigation: Purchasing > Procurement Contracts > Maintain Contracts
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Contract Entry
Enter any information you have and click Search. Leave fields hlank for a list of all values.

/ Find an Existing Value ' Add a New Value

SetiD: = w STATE ﬂ
Contract ID: hegins with » ||009-
Short Vendor Hame: | hegins with |+ g
[] correct History

Sparch | Clear | Basic Search ﬁ Save Search Criteria

Click on “Find an Existing Value”.
SetID — All contracts are entered under SetID “STATE".

Contract ID — Enter the Contract ID.

Press ﬂl. You will be transferred to the Contract Header page.

HEADER PAGE

Header Line Release

SetlD: STATE Contract ID: 009-PAPER GOODS [ Recurring PO Voucher [ Release to Single PO Only

Wendor:  DACOTAH-001 ID: 0000000002 Yendar Lookup DACOTAH PAPER COMPANY

*Status:  |Approved v Contact:

Twpe: General Descr: Paper Goods % Master Contract ID:

Mazx. Amt: fendor Ref: Tax Exempt E2001

Currency: USD  CRRMNT Begin Dt: 060152002 Expire Dt: 05/31/2003 E:pire Motification

Imvoice: Allow Multicurrency PO Corporate Contract

Accounting Template: Allow Open Item Reference Must Use Contract Rate Date

Terms: Adjust Vdr Pricing First Rate Date: 02i26/2003

Price Can Be Changed on Order *Disp Mthd: Print v

Basis Dt Type:

Total Relsd Amount: 2267 Amit relsd for Open ltem: o.0o

*Go To: ‘“Woucher Retention PO Defaults CopyFrom

h
Woucher Misc. Charges PO Open ltern Pricing Header Camments ore hé

B save] [ QLRetum to Search 4Z Previous inList | [ENetify | (2 Refrash ) EkAdd [ Correct History

Total Released Amount — This is the total of all POs released against this contract.

Remain Amt — The Contract Maximum Amount minus the Total Released Amount (In this particular
example the entire amount has been released so the is no Remaining Amount to be displayed).
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REVIEWING PURCHASE ORDER
INFORMATION

This section will review some of the key inquiry pages that can be used to review Purchase Order
information and activity against the PO.

PURCHASE ORDER INQUIRY PAGES

This component provides a view only look at Purchase Orders. No changes can be made on these
pages. All POs including Canceled and Completed POs are available for viewing.

Navigation: Purchasing > Review PO Information > Purchase Orders

Purchase Order Inguiry
Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value |

Business Unit: = w fr1o00 Ql
Purchase Order: heging with s || 0000000037

Contract SetiD: hegins with Q)
Contract ID: heging with s 4
Release Humber: = -

Purchase Order Date: = - B

PO Status: = - v
Short Vendor Name: beging with « 4

Vendor ID: heging with » Q

Buyer: hegins with « 4

PO Type: = R w

Purchase Order Reference: | hegins with »

[[Jcase Sensitive

Search | Clear | Basic Search [§) Save Search Criteria

Enter the Business Unit and Purchase Order number and press ﬂl. You can also leave the

Purchase Order field blank and press ﬂl to bring up a list of all POs. Select the PO you wish to
review. You will be transferred to the PO Form page.
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Form Schedule

Unit: 11000 PO:

Vendor: DACOTAH-001

Budget Status: valid

Sel Line Kem

PODate: 02i26/2003 PO Status:

tem Description

00000003y

ID: Ooooonooooz Wendor Defails

Dispatched  Receipt: Mot Recvd

Buyer: Walery Renee E.

Backorder Status: Mone
Doc Tol Status: Yalid

110 20f2
First (4] 4.2 ot 2 [P Last

Category PO Oty

UOM Amount Status
1 Hinoed lid tray, three compart 64050 1.0000 C8 12.22 USD Active
O 2 Eacial tissue, white, approxim 54050 1.0000 G5 10,45 USD Active
Merch.: 22.67 Adj Amt: Total:

Header Details

Matching  Header VAT AlLRTY

2267 USD 1to2of2

Q) Return to Search ] | 1S Next in List

Form | Bchedule

Header Comments  Line Details

Line Comments  Docurment Status

= RelatedLinks:

[ElNotify

PURCHASE ORDER ACTIVITY SUMMARY PAGE

State of North Dakota

This page provides a view of all activity against a Purchase Orders. Receipt, Invoice and Matching activity
is visible and you can drill down to the individual documents from the Activity Summary page.

Navigation: Purchasing > Purchase Orders > Review PO Information > Activity Summary

Activity summary
Unit: 11000 PO: 0000000017 Wendor:  FIRESIDEOFFICE  poStatus:  Approved
PRODUCTS
First (4] 1011 [F] Last
. item
ine kel Description Uom Order Oty Amount Ordered  Amount Only
1 printer EA 2.0000 3000.000
Oty Rewd: 3.0000 Oty Inved: 200 Qty Mtchod: 2.0000
Qty Accptd: 3.0000 Amt Inmvcd: 3000.000 Amt Mtchd: 3000.000
Eeceipt Invoice Matching Open Oty: 0.0000 Open Amt: 0.000
Q Return to Search | (45 Nestin List ] | 15 Prewious in List | (E-Netify )
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PURCHASE ORDER DOCUMENT STATUS PAGE

This page provides a view of all documents associated with a Purchase Order and their current statuses.

Requisitions, Contracts, Receipts, and Vouchers are visible and you can drill down to the individual
documents from the Document Status page.

Navigation: Purchasing > Purchase Orders > Review PO Information > PO Document Status

/PO Document Status

Business Unit: 11000 PO ID: 0oa0o00o0te Status: Dispatched
Document Date: 02/25/2002 Document Type: Furchase Order Budget Status: Walid
Currency: sD Amount: 3300.00

Buyer: VWalery Renee E.

Associated Document

mize | Find | H First (4] 1.acra [P Last
{ Documents Y Related Info =¥
ﬁ:;iﬁ DOC ID Document Type Status Document Date  Wendor ID Location
11000 0o0000ooo0s REGQ Approved 02i2002003 Bl
11000 O0ooooooo1s  REQ Approved 02352003 B
11000 0000000011 Receipt Received 0212512003 0ooooonoosg AN B
11000 0000000012 Receipt Received 021252003 Qooooonoog MAIN B

Q) Return to Search ) (1S Nextin List | [ +5 Previous in List ]
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HELPFUL TIPS FOR CREATING POS

GENERAL PO

1. The system displays a limited number of rows at a time when doing a lookup. Remember to look on
the upper right and click View All or Next 10 if you do not find the record that you are looking for.

2. Due Date field in requisition and purchase order denotes the date that a product/good is needed to be
in the requesters’ hands. For services, it could serve as the completion date or the start of work date.

3.  When making a change on a page, clicking OK will not save the change; you must press the SAVE
button to save the document to retain the change.

4. Changing a Distribution line on the voucher side does not bring information back into the PO. So,
both sides may look different. However, the encumbrance and expenditures will be correct.

5. Standard Comments: Header or Line Comments; Select Cut and Paste checkbox (not Include As or
Save As).

6. Header Comments: If you do not wish for the vendor to read any comments listed on the requisition,
you need to be sure you uncheck the Send to Vendor box as this will be defaulted in as being
checked. Buyer must review comments and determine which comments will be sent to vendor.

7. Header Comments: When doing change orders or modifications in which a change order is not
required, need to add information in header comments, stating name of person making the changes,
date, and changes being made. (Business process emphasis)

8. Change Orders: Once another change order has been made, the previous change orders will not be
able to be printed. The history of all change orders is maintained in the Change Order History page.
Make print screens of the information in the Change Order History if you need printed copies of
previous change orders.

9. When canceling a purchase order, need to be sure and save even though it says it has been

canceled. If you do not save it than the purchase order remain open.

CREATING POS FROM A REQUISITION

1. On PO Calculate page, make sure that the Vendor Pre-approved checkbox is selected. Navigation:
Purchasing > Purchase Order > Build/Source, PO Calculate

2. On PO Create, make sure that the buyer on the PO Create parameters page is the same as the
buyer specified on the PO. If not, the PO Create will not create the PO. Navigation: Purchasing >
Purchase Order > Build/Source, PO Create

3. Cannot specify/change ‘bill to’ at requisition; change on PO.

4. Make sure to verify the default Ship To on PO Schedule and Distribution.
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5. Cannot finalize requisition from the PO until PO is dispatched.

6. When copying Requisitions with many items, change the max rows from 50 to xxx on the Requisition
Selection page.

CONTRACT RELEASES

1. Contract Releases: When doing releases, the contract will always default in the minimum quantity
set up on the contract. Requestor MUST override with the quantity needed. Note: if vendor bid a
minimum amount, the system will not let you go below this minimum. (Business process emphasis)

2. Contract Releases: The unit of measure must be entered on the form tab before proceeding to the
line details.
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